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 Administrator

Objectives  
· Time management 
· Communication
· Attention to detail
· Prioritization
· Organizational skills
· Flexibility and adaptability
· Problem solving

Summary of Qualifications 

· Attention to detail and accuracy
· Proficiency in using basic computer software
· Time management and organizational skills.
· Effective communication and teamwork abilities.
· A strong commitment to confidentiality and security.
· Excellent knowledge of word processing tools and spreadsheets (MS Office Word, Excel etc.)
· Good command of English both oral and written and customer service skills


Work Experience

Administrator -  Byl  Security 2022 – 2025
Managing calendars, scheduling meetings, coordinating travel arrangements, and organizing events. 
Answering phones, replying to messages or enquiries, responding to emails, and handling incoming and outgoing mail. 
Maintaining and updating both physical and electronic files, ensuring proper organization and access. 
Entering and updating data in various systems, ensuring accuracy and consistency. 
Creating and updating documents 


Personal Assistant / Data Capturer IPE Consultation Firm 2016 – 2022
General office Duties\Reception
Arrange Meetings
Managing Calendar
Filling and typing 
Petty Cash
Preparing, sorting, and entering data
Ensuring that the captured data is accurate and in good standard
Maintaining an effective and efficient filing system of hardcopy source documents 

Personal Assistant to Sales Director – First Cut Pty Ltd – 2008 – 2015

Reported to 9 sales reps and the Director
[bookmark: _Hlk182111831]Diary Management
Quotations
Sales Figures & Reports
Booking of Local Flights
Arranged Meetings \ Lunches
Shopping for stationery \ odd gifts etc.
Managing Calender
Call logs \ log books
Filling \ Typing

Bandsawing Services and First cut merged in Jan 2008

Receptionist – Bandsawing Services 2005 – 2007

General Reception responsibilities 
Posting & Banking
General Accounts
Filing












