
CURRICULUM VITAE

SCHOOL QUALIFICATIONS 
6TH Form Certificate:


School Certificate:


Qualifications:
Pitmans Typewriting


Pitmans Typewriting Intermediate


Wordperfect 5.1


Wordperfect Advanced


Lotus 123


Word 6 upgrade


Word Intermediate


Excel


Powerpoint Basics


Powerpoint Intermediate 


Powerpoint upgrade


Access 2.0


Publisher 98


Elements of Banking Course Jan 2007 – Credit


Advanced Powerpoint Sept 2007 – Merit


Effective Business Writing Oct 2007 - Distinction

PROFESSIONAL EXPERIENCE

Company (March 2009 - Present)

Executive Secretary to Head of Investment Banking and Investment Department

· Support to Head Investment banking and 7staff

· Set up and follow through of complete filing system for Investment Department

· Coordinate with senior management and key clients

· Responsible for oversee of overseas trips, organisation flights, hotels, visas, conferences

· Raise Purchase Requests, Invoices and follow through payments for current projects

· Expense recovery all staff

· Arrangement, management and follow up of all invoicing for Investment Department  

· Provide initiative, work  proactively and independently with confidentiality 

· Provide support to all staff of Bank and any further assignments as required at any time

· Overtime as required by Head of Department

· High standard of accuracy of presentations, PowerPoint/reports/documentation by required deadlines 

Company (August 2007 to April 2009)

Executive Secretary to Senior Vice President Global Projects & Structured Finance

· Support for Senior Vice President & 12 staff members.

· Liaison with key contacts and high profile clients.

· Recovery of expenses as well as suspense account updates and distribution.  

· High standard of accuracy of presentations, PowerPoint/reports/documentation by required deadlines. Management of all calendars.

· Effective secretarial support to all other departments within Bank.

· Responsible for all Internal & External conference co-ordination.

· Key contact for all Project Finance – Screening all correspondence and external communication

2005 - 2006
Company
Executive Assistant to Managing Director and Consulting Director

· Diary co-ordination/ preparation of report & correspondence

· Travel, hire cars, accommodation

· Ensure smooth operation of office during MD’s absence

· Assisting VIP’s when visiting Auckland

· Conferences Planning

· Interact with Executive level management

· Apply knowledge of key accounts determining importance to MD and Consulting Director

2002- 2005

Company
PA to Chief Executive Officer and 4 Directors

· PA to the CEO and reporting to the Directors as needed.

· Diary organisation and management for appointments for CEO and Directors

· All secretarial duties including, presentation of monthly board reports.

· Organisation of travel for all staff.

· Reception duties

· Management of retail stores after development until sold or management takeover.

January 2002 – April 2002

TEMP ASSIGNMENTS

July 2001 to December 2001

Company
PA to General Manager

March 2000 – July 2001

Company
Sales & Marketing Assistant – 12 month contract

October 1999 to March 2000

TEMP ASSIGNMENTS

October 1997 – October 1999

Company
Secretary PA & Administrator

1993 to October 1997

Company
Secretary PA & Administrator

1989-1992

Company
Receptionist/Administration

1988-1989

Company
Gymnasium and Aerobic Instructor

1980-1986

Company
Medical Assistant

HOBBIES & INTERESTS

I am a very active person both mentally and physically who enjoys the company of people, family and the outdoors. Enjoys a challenge.

Interests include time out at aerobics, gym workouts, cycling, swimming, netball, all outdoor sport.

I enjoy relaxation with social time with family and friends.

REFERENCES

Referees
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