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Skills and Experience

Technical skills & Professional skills Industry Experience
Software tools
General Administration & Organisation Administration & Support Services
MS Word, Excel, PowerPoint Email & Diary Management Finance
Asana Creative Problem Solving
Canva

Facebook, Instagram & TikTok
YouTube

Linkdin

Work Experience

Virtual Assistant
Nov 2022 - Outsourcery

current

Managed executives' diaries, ensuring optimal scheduling and prioritisation of appointments and meetings.
Oversaw inbox management and organisation, and responded promptly to emails.

Cultivated and maintained strong client relationships, ensuring satisfFaction and Fostering long-term partnerships.
Handled daily banking activities and payment reconciliations, ensuring accurate Financial tracking.

Uploaded and processed receipts and invoices, maintaining up-to-date Financial records.

Registered and matched invoices to corresponding payments, ensuring accuracy and compliance with Financial
protocols.

Followed up on goods receipts, ensuring seamless matching of invoices For timely processing

Successfully managed complex scheduling, diary management, and email correspondence For multiple clients,

ensuring timely responses and effective communication across multiple teams. This led to improved client
satisFaction and a significant reduction in missed meetings or deadlines.

Finance Administrator
sep 2013 - Mar Vega
riry.

Managed debtor accounts by reviewing student age analysis and proactively Following up on outstanding
payments.

Performed daily Finance administration, including banking, payment allocation to accounts, and receipting
paymenkts made on campus.

Addressed and resolved student and parent queries promptly, ensuring a high level of satisFaction.
Generated invoices For new and current students, ensuring accuracy and timely distribution.

Coordinated staff and student claims, verifying paperwork before submitting to head office For payment.
Assisted with onboarding new staff, processing leave Forms, and managing lecture claims For payout.
Supported the planning and execution of campus Functions and events, ensuring smooth organisation and
delivery.

Played a key role in the Finance department by handling all incoming payments and resolving Financial

discrepancies. This contributed to the smooth operation of the institution's Finance department and enhanced
client satisFaction.

Credit Controller
Aug 2008 - Aug Varsity College
2013

Proactively Followed up on debtor accounts to ensure timely payments and reduce outstanding balances.
Maintained accurate Finance Filing systems For efficient record-keeping and easy retrieval.

Provided cashier relief, ensuring smooth operations during peak times.

Performed daily banking tasks, including capturing and reconciling bank statements For accurate Financial
tracking.

Allocated payments to accounts promptly, ensuring accurate and up-to-date records.

Assisted the Campus Accountant with various ad hoc duties, contributing to the efficient running of the
department.

Played a key role in the Finance department by handling all incoming payments and resolving Financial

discrepancies. This contributed to the smooth operation of the institution's Finance department and enhanced
client satisFaction.

Finance Support & Cashier
Mar 2006 - Aug Varsity College
2008

Processed all incoming payments, including cash, card, and cheque transactions, ensuring accuracy and timely
receipting.

Coordinated outsourcing of printing services For lecturers and staff, ensuring quality and timely delivery.
Provided support to the Finance team and bookkeeper with various Financial tasks, ensuring smooth operations.
Addressed and resolved statement queries promptly, ensuring customer satisfaction and accurate records.
Followed up on rejected debit orders, ensuring proper resolution and minimal disruption to Financial processes.
Managed reception duties, including answering the switchboard, taking messages, and greeting visitors
professionally.

Assisted with various in-office administrative tasks, providing general support to staff as needed to maintain a
smooth workFlow

Education & Certifications

Diploma in Event CertifFicate in Basic Principles CertifFicate in TV presenting
Management of PR and Drama

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

Client Reviews

Karim Rushdy

Kelly is a joy to work with, always available to support with any of our needs and helps us manage external
communications with clients and other ad hoc projects in addition to our day-to-day administrative needs. We would
definitely recommend Kelly!
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