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Michael Page; Hays Recrultmoent: Short Term Temporary Assignments 2006« 2007

Personal Assistant and Secretary Lo Directer of Operations, Managing Director, Deputy Germral Couneed
and Project Manager.

Rispoasible for efficient diary management: amanging appointmsents; attending wesily Internal meetings
and taking action notes. Arranging ntemnal /extermnal mestings within the Company, Providing confidential
administrative SUpport; typing letters, reports, filing, telephone answening, Booking travel MTanguments,

Kuwaitl Hational 0l Service Company 1993 - 2005
Procurement and Serview Comparny catening o the Arstian Guf Madkt

Highly experienced Personal Assstant with excelient organisationa! and multi-tasking ablities providing
professional PA, secretanal and adminsstrative support to the Finance Director by preparing a variety of
docurrsnts which indluded chent proposals, letters, emads, commitment reports, casheflow reports and
budgets. Produced minutes for wniof level mestings e 3 weskly baus. Always mantumed drscretion and
strict confidentiality whist consistently meeting deadines on projects and ad-hoc assignments by being
able to priontize and maintain consstently high standards.

o Organised all rasetings requined internally and externally. Aranged off-ste wwots,

s Established dose relatonihips with Banks and Company Lawyeds in restion 1o money translels
and company secretanisl matters,

«  Establshed dose links with ¢hents abroad through reguiiar setting up of compary mestings
including scheduling and setting up conference rooms, aranging for video conferencing, tending
reminders. Organted Sendor Managens’ internal ad-hoc meetings to meet comparny objectives.

*  Encouraged comimunication within the Finande support team resulting in npooved Deam spint
and performance. Also delegated where appropeiate 1o develop team member’s cortribution and
imgrowe productivity of departiment.

Education and Qualifications

BLA. In English

Trained in proturement and shipping activities including buying/expediting and document progessing,
Quafinad First Alder,

Police Vetted,

Personal Information

Fheuiblae kot abion, wiling to trawel
DoB: 12 Oct. 1964

References available on requedt.
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