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Skills and Experience

Technical skills & Professional skills Industry Experience
Software tools

General Administration & Organisation Administration & Support Services
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M5 Excel, Word, PowerPoint Minute Taking Customer Service

HubSpot Email Management Education

ChatGPT Research & Data Capturing Family & Parenting
tsy Bookkeeping Property
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Interest HR PR & Communications

Customer Service

Work Experience

Virtual Assistant

Sep 2023 - Qutsourcery
Current

<+ Handle Fines from different UK boroughs and/or counties quickly and efficiently, preventing surcharges.
<+ Challenge each PCN by Forwarding Drive Simple and client details and attaching required agreements.
<% Utilise Excel spreadsheets to manage and track past PCNs.
<% Streamline processes by adding changes to an Excel spreadsheet.
< Invoice clients using Chargebee and make payments using the Pleo app with virtual cards.
<% Email correspondence with clients.
<+ Property Management.
% CRM management on Hubspot, including organising lists, contact details, and inputting data using ChatGPT.
<% Email campaigns, including sending newsletters and managing responses.

Robotics Teacher
Jan 2023 - Various Schools
Current

<+ Teaching Coding and Robotics to Grade 1to Grade 6 classes.

Virtual Assistant and Property Manager

Personal Client (Property Management - Dubai & London)
2007 - Current

<% Oversee all maintenance and work completed on client's homes in South Africa.

<% Scheduling and overseeing maintenance and installation work required, including arranging call-outs and quotes.

< Source products and materials for custom projects.

<% Managing all correspondence and arrangements between client and the tenants, including lease agreements,
rental increases, notice to vacate property and assistance with new tenants.

<% Personal ad-hoc property inspections, and annual inspections together with client to ensure houses are up kept

and in good condition.
<% Ensure all work is completed and in good order.

4

Complete and maintain my client's books For each house.

= Pmcessing payments.

Business Owner

Regardez Salvage
2007 - 2021

<% Manage all correspondence with clients and contracted companies, averaging 400 claims and clients per month.
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Arranging and managing collection and sales of items.

4

Managing the company's master spreadsheet, including claim numbers, client names, addresses, contact numbers,
itemns collected, mileage costs, sales made & salaries paid.

Maintain all company paperwork and record keeping.

Completing company books.

Processing of salaries.

Scheduling of appointments and diary management.
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Ordering of office supplies.

Assistant to Estate Agent

Maxine Poisson Estate Agents
2003 - 2007

Assisting an Estate Agent responsible For 210 houses in a golf Estate.
Arranging all appointments between clients and Employer.

Communicating on behalf of the client with suppliers.
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Scheduling of private appointments, including her children's Drs appointments, tutors, arranging collection of

children and dropping children off From school, etc.
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Creating and managing Excel sheet schedules with her sales and rentals, including percentages paid out to other

Agents, balances, creditors & debtors.

Payroll OFFicer

Jan 2002 - Jan Pineglades
2003

BefFore | joined the company, the Excel system in place was complex and inefficient. To improve this, | introduced a
streamlined approach that organised the spreadsheets into distinct sections, greatly reducing workload. This involved
creating a master sheet connected to seven supplementary sheels, enabling seamless data importation. The new
system proved highly effective and was easily deployable on an international scale.

<% Responsible For PAYE Payroll system For 464 employees.

< Digitalising archived payroll details to enable easier operations.

Education & Certifications

CertiFicate in Data CertiFicate in Payroll VIP CertiFicate in Word and Diploma in South African
Management Excel Sign Language

YES, | WANT TO PROCEED WITH THIS CANDIDATE l NO, PLEASE SHARE MORE PROFILES

AR R R R
) r’i‘*}} S

.-. ! | " k ‘k\ *. F;_.l-ljhll_;;.'r !-‘.- :I -_ oy N
'4 ¢ rﬂi v Jl'-"";- LY S
w

i Y '
1 ,'I‘_,I::J..
W 3]

{f"‘—i.‘
™)
_"#
b A .
i":i?l.’
__:hr =
[ -"{{
L Y
& \.

n

LE

L
i‘i?“
.E'
!
-:l__‘g._ |
_"1
o
-
- X

& Y % (XYYl
4 w i el
_“F&;’;’ iE' Jj ) RS 1 48
SALLeLy s
ﬁt_“‘qr‘qt 'ﬂq_"rt;‘ll 7% -'}l'_j- .
I : f’ y
. FNyy LA 4T
LEALL AL | j\ 4474
Nt e yhighe
LU e
LY o W roves
AT s
._'._\" !Tt L: 1

-i_:-:-..'I:
- 'F"l-_,-.
i -_“'-

'-ll..-!""":.-':""fl

LBy b

*

vEw
ope



