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About

kit( o)er 0x years in lu,ury personal stylinh and s(oppinhI . e,jel in 1espoce 
ser)ijesI trend analysisI and jlient ad)isoryq g,perienjed ajross 1outifuesI de-
partment storesI and tra)el retailI . ensure impejja1le justomer e,perienjes in 
(ih(-end Ras(ion en)ironmentsq
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Experience

Business Administrator/PA
SB& Qorporate Oeal gstate Mtd 2 Lun 3x3• - Eej 3x3•

&anahed oUje operations and daily administrati)e Runjtions Ror a 
Rast-pajed oUjeq K)ersaw jlient meetinhsI joordinationI jorporate real 
estate probejts and presentationsI and jompany e)entsq 
G Qoordinated &E jlient meetinhsI tra)el arranhementsI diary manahe-
ment and itinerary Ror 1usiness tripsq 
G Streamlined worc%ow projesses to injrease eUjienjy and reduje 
jostsq 
G Pro)ided e,tensi)e support wit( spejial probejtsI reportsI and presen-
tationsq 
G Sj(eduled and joordinated and atended jlient meetinhs in t(e g' and 
APAQ rehionsI ensurinh dojumentation and Rollow ups on ajtion itemsq

Project Assistant
Veolia 'T 2 Lan 3x30 - Lan 3x3•

Analysed and reported data usinh Foohle S(eets to inRorm probejt de-
jisionsq .dentiDed and jorrejted de)iations Rrom probejt dojuments to 
maintain ajjurajyq Ajfuired proDjienjy in implementinh Ahile met(od-
olohyq .dentiDed and rejtiDed duplijate data in reportinh projessesI en-
surinh ajjurajy and eUjienjyq 
G Aj(ie)ed probejt deadlinesI resultinh in a 0x8 injrease in jonsistent 
worc%ow wit(in t(e probejt teamq 
G korced jlosely wit( t(e probejt team to alihn hoals and o1bejti)es wit( 
t(e jompany4s mission and )isionq 
G SujjessRully na)ihated t(e probejt manahement realmI em1rajinh t(e 
e)olution and jompletion oR )arious probejtsq

Business Administrator
.nsih(t Pri)ate 5inanje 2 Lan 3x3x - Lan 3x30

Supported eih(t morthahe ad)isors wit(in a team 1y julti)atinh and 
maintaininh stronh worcinh relations(ips wit( jlients and team mem-
1ersq Qoordinated wit( underwritersI title jompaniesI and ot(er stace-
(olders to Rajilitate smoot( morthahe transajtionsq 

G Aj(ie)ed a 0xx8 personal sujjess rate wit(in t(e team 1y o)erseeinh 
t(e loan applijation projessI injludinh re)iewinh applijationsI )eriRyinh 
applijant inRormationI and ensurinh t(e jompletion oR all refuired lehal 
dojumentationq 
G gnsured jomplianje wit( FEPO and ot(er morthahe rehulationsq 
G Atained t(e personal tarhet oR jompletinh t(e most applijations in a 
weecI (ih(lih(tinh dedijation and eUjienjy in tasc jompletionq

Mortgage Administrator/EA
gm1raje 5inanjial Ser)ijes Mtd 2 Lan 3x0E - Lan 3x3x

Pro)ide support to t(e 5inanjial Ad)isor daily wit( t(e morthahe projessI 
jlient meetinhsI tra)elI respondinh to infuiriesI addressinh jonjernsI and 
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traininh staF to ensure positi)e jlient Reed1ajcq 
G gnsured Rull jomplianje wit( rehulatory refuirements and internal 
polijies 1y orhanisinh and maintaininh loan dojumentationq 
G Ajjurately e)aluated applijants4 jreditwort(inessI leadinh to stream-
lined loan projessinh and injreased appro)al ratesq 
G gUjiently manahed o)er DRty applijations in a mont(I demonstratinh 
orhanisational scills and dedijation to tasc manahementq

Olce Manager/PA
STV Styles Mtd 2 Lan 3x0G - Lan 3x0E

Qoordinated administrati)eI (ealt( Z saRetyI lehalI operationalI and tej(-
nijal dutiesq Krhanised and joordinated jompany e)ents and oUje aj-
ti)ities to en(anje team 1uildinh and sojial interajtionq Projessed e,-
penses and in)oijesI manahed 1usiness e,pendituresI minutesI main-
tained t(e oUje in)entory and orderinh oR manuRajturinh suppliesq 
G Aj(ie)ed a 0H8 redujtion in projurement josts 1y nehotiatinh new 
supplier jontrajtsq 
G gFejti)ely manahed a team oR t(ree administratorsI pro)idinh PA sup-
port and Rosterinh team jolla1orationq 
G SujjessRully manahed oUje spaje optimisation to pro)ide 1eter worc-
inh jonditions Ror staFq 
G g,(i1ited proDjienjy in administerinh all jomplaintsI nehotiatinh josts 
and jontrajtsI and Rajilitatinh team-1uildinh ajti)itiesI jontri1utinh to 
en(anjed operational eUjienjy and a positi)e worc en)ironmentq

PersonaS ythSist/y�opper
Oen So(al 2 Sep 3x03 - vow

G�Eeli)erinh a 1espoce stylinh and personal s(oppinh ser)ije and oFer-
inh style-related ad)ije to jlientsq
G�Stayinh a1reast oR new and jurrent trends Rrom t(e (ih( street to 
(ih(-end lu,ury Ras(ionq
G�Pro)idinh support in de)elopmentI planninhI nehotiatinhI and e,ejut-
inh oR e)ents suj( as (ih(-end desihner Ras(ion s(ows and lu,ury sample 
salesq 
G�Stylinh and Dttinh models 1ajcstahe Ror (ih(-proDle e)entsI manahinh 
jolla1orations 1etween desihnersI maj(inistsI and maceup artistsq 
G�&anahinh sojial media ajjounts on 1e(alR oR t(e desihnersI injludinh 
.nstahram and 5aje1oocq


