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About

y (elD mou orhanise mour ti.e and enerhmb

y ac(ieve t(is -m suDDortinh mou in -usiness and focusinh Dri.arilm on .anahY
inh mour e.ail and diarmb 'ouMll (ave .ore ti.e to focus on revenueYheneratinh 
activities and (it t(ose tarhets and deadlines pit( a reneped sense of Deace, 
aDDroac(inh eac( dam .ore relaxed, knopinh mouMve hot mour EA porkinh dilihentlm 
pit( moub

yMve porked for hlo-al Vr.s and suDDorted Founders, Cgs, SYBuite Execs, Benior 
Execs, 1usiness girectors and gecisionYCakers for over tpo decades across indusY
tries in t(e UK and ytalmb y pork pit( mou :�: and Drovide tea. suDDortb 

y Drovide s(ortYter. and lonhYter. cover for�

0 1ih -usiness N:Y:++! e.DlomeesI
0 B.all -usiness N:Y:+ e.DlomeesI
0 BoloDreneurs

yMd love to (ear fro. mouR

pppbde-ora(onlinebco.

1WA)gB OTWKEg OyHG

ATLbco. 1C| Financial Hi.es )ational Sancer ynstitute )epspeek

)orton Wose Ful-rih(t Prada

Experience

Executive Assistant to Chief Operating ORcer
1C| J 2ul z+z: Y )ov z+z:

ynternational .usic recordinh and Du-lis(inh co.Danmb Sontracted to 
suDDort tea. in de.andinh ti.eYcritical role to Drovide &exi-le onhoinh 
EA (olidam coverb 
YCanahed co.Dlex sc(edulinh across .ultiDle ti.e qones, in-ox, e.ail 
; diarm .anahe.ent, .inute takinhb

Executive Assistant to Chief Operating ORcer
1C| J Fe- z+z+ Y ADr z+z+

ynternational .usic recordinh and Du-lis(inh co.Danmb Sontracted to 
cover unexDected deDarture of Drior EAb Bea.lesslm steDDed into a deY
.andinh, ti.eYcritical role t(at re9uired (ard pork, dedication and DroY
fessionalis., and keeDinh t(e s(iD a&oat at a c(allenhinh ti.eb �
YExDertlm (andled deadlines and Vnances under extre.e DressureQ .anY
ahed co.Dlex sc(edulinh, -udhets, Dresentations, (ectic diarm .anaheY
.ent, hlo-al travel arranhe.ents, yH set uD and online Dlatfor. issuesb 
Y1rouh(t Dositive attitude and resilience across SovidY:4 continhencm 
DreDaration and DlanninhQ Droved .ultitaskinh caDa-ilities in orhanisinh 
ad.inistrative safehuards and controls pit(in a nep -usiness settinhb

Executive Assistant to legionaD directors anG SeneraD 
yecretarm
Prada J 2ul z+:4 Y gec z+:4

Produces and distri-utes luxurm leat(er hoods, footpear, WHO and acY
cessories t(rouh( Prada, Ciu Ciu, S(urc(Ms and Sar B(oe -randsb BuDY
Dorted Wehional girectors and oversap central co..unications at a ti.e 
of c(anhe and UK restructurinhb 
YLed co.Dlex, ti.eYcritical diarm .anahe.ent, Dlanninh and coordinatY
inh constantlm c(anhinh sc(edulesb 
YCitihated risks and tracked costsQ .anahed co.Danm credit card exDenY
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diture and aut(orised Durc(asesb 
YWeinforced -usiness Dartners(iDsQ liaisinh pit( Garrods, Belfridhes, 
1ropn H(o.as and CAHSGEBFABGyT)b 
YTverca.e c(allenhes in allocatinh souh(tYafter seats at Prada BBz+ and 
Ciu Ciu BBz+ Fas(ion B(opsQ resDonded to in&ux of calls and ticket 
re9uests fro. fas(ion directors, -umers and social .edia in&uencersb �
YPrioritised, dealt pit( and arc(ived sensitive inco.inh e.ail co..uniY
cations fro. Prada Fa.ilm 1oard of girectors in Cilan G5 and DreDared 
conVdential e.ail co..unications on -e(alf of Wehional girectorsb

Executive Assistant to departHentaD PeaGs
)orton Wose Ful-rih(t J 2an z+:7 Y 2an z+:4

Hrusted -usiness .anaher and hatekeeDer, ena-linh executives to focus 
on revenueYheneratinh activitiesb Provided toDYlevel suDDort across corY
Dorate deDart.ents in Financial Bervices, ynsurance and Hec(nolohmb 
�Planned pork&op, .anahed diaries, coordinated sc(edules, and 
c(ecked Drohress, c(anhes and risk areasb 
�PreDared .anaher reDorts pit( action Doints for discussion and deY
tailed PoperPoint Dresentationsb 
�Led -enc(.ark events t(at involved Dlanninh, venue and e9uiD.ent 
(ire, caterinh and acco..odationb

Executive Assistance
)orton Wose Ful-rih(t J 2an z++8 Y 2an z+:4

|lo-al lap Vr., pit( 3,+++ e.Dlomees across 8+! cities in EuroDe, UBA, 
Sanada, Latin A.erica, Asia, Australia, Africa and Ciddle Eastb 2oined as 
PA to Canahinh Partner, Drohressinh to Li-rarm Canaher of over :,+++ 
titles and LondonY-ased EA roleb

MA to Vanaging Martner
)orton Wose Ful-rih(t J 2an z++8 Y 2an z++4

GelDed esta-lis( Wo.e o ceb Sreated local ad.inistrative -ase and aesY
t(etic receDtion and li-rarm areab Assisted Canahinh Partner and tea. of 
Vve lapmers, -uilt client relations(iDs and liaised pit( London o ceb �
YProvided full -usiness and Drivate suDDort, Drioritised e.ails, resolved 
issues and (andled ad (oc re9uestsb 
YLed .ultifaceted diarm .anahe.entQ coordinated hlo-al travel and reY
.ained onYcall, Y for anm c(anhesb 
YTrhanised M7  ore del CareM SonVtar.a B(iDDinh event in )aDlesQ co.Y
.ended -m London o ce for inDutb �
YHranslated lehal docu.ents fro. ytalian to Enhlis( and identiVed su-tle 
c(anhes in lanhuahe nuanceb

data Vanager
)ational Sancer ynstitute J 2an z++  Y 2an z++8

GandDicked to suDervise revolutionarm researc( for yYELSAP lunh cancer 
screeninh Drohra..eb Solla-orated pit( gr Balvatore |iunta on co.Y
Dlex data, Droducinh case studies and statistical reDortsb 
YTDti.ised e ciencm -m creatinh ad.inistrative infrastructure pit( clear 
Drocesses, Drocedure and smste.sb 
YTrhanised .aterials for international events and acco.Danied ProfesY
sors at se.inal )ep 'ork conferenceb

MA to BM anG EGitoriaD director
ATLbco. J 2an z++: Y 2an z++

Led ad.inistration and .ultiYsited .atrix co..unications as PA to Anne 
Alexanderb Tversap diarm .anahe.ent, orhanised travel, Drocessed exY
Denses and .anahed -udhets, events and GWb 
YSoordinated ATL UK, So.DuBerve and )etscaDe activities, follopinh 
Hi.e OarnerMs ac9uisition of ATL UKb

AGHinistrator
Financial Hi.es J 2an :444 Y 2an z++:

Presented ti.elm and accurate data for 1usiness ynfor.ation Products 
Sall Sentreb Bold s(are Drice infor.ation and oneYo  editions of t(e 
London Btock Exc(anhe gailm T cial Listb



MA to &ureau Chief  ORce Vanager
)epspeek J 2an :448 Y 2an :44

Tversap fastYDaced sc(edule of Wod )ordland, acclai.ed MSorresDonY
dent at LarheM, p(o oDerated fro. Wo.e and extensivelm travelled t(e 
1alkansb )avihated con&ictinh de.ands and acted as a cal.inh in&uY
enceb 
YCaxi.ised t(e value of executive ti.e pit( -esDoke PA suDDort t(at 
ensured s.oot( o ce .anahe.entb �
YEntrusted to act autono.ouslm as lomal hatekeeDer and travelled interY
nationallm at s(ort noticeb


