
Tessa dixon
	Personal profile

	
	A highly trained and experiencd prosonal with excellent shorthand and word-processing skills,who has developed, as secretary to the managing director of a prominent property company,first-rate organizational skills and initiative.a loyal,supportive professional,used to prioritizing a demanding workload under pressure. 

	Key skills

	
	Secretarial skills
· Pitman private secretary Diploma
· Keyboard-70 wpm

· Shorthand-120 wpm

· Audio typing

· Commercial correspondence

	
	Computer skills 
· Word
· Outlook Express

· Excel 

· Access

· Powerpoint

	
	Other skills 
· Electronic mail system

· Telecom Gold.

· Financial software

· Graphic software

	Experience

	· 
	· Ten years` secretarial experience in a wide range of environments

· Three  years` experience as confidential secretary to Managing Director

· An understanding of business and the secretary`s role therein 

· A clear commitment to efficiency

· Knowledge of good office practice and procedures 

· An established track record in effective office support 

	Career summery

	
	Heath MeIllany Properties
2001 to present 

Conifidential secretary

Provided full secretarial support:

· Typed letters,memorandenda and report with due reports with  due regard to confidentiality

· Compilled monthly reports and statistics 

· Organized meeting ,took and typed minutes

· Arranged accommodation and travel for staff and overseas visitors
· Coordinated diary and appointments for MD
· Communicated with overseas clients

Dockland Industrial company

1991 to 2001 

	prosonal secretary

	
	Provided secretarial support to head of section:
· Arranged internal and external meeting 

· Took minutes at meeting and typed them up along with summaries and reports for other department
· Organized all resulting correspondence and enquiries 

· Liaised with outside agencies in the production of reports


Timberland Insurance  
1997 to 1999
	fax (123) 098-7654 • e-mail me@mycompany.com

	12345 Main Street • any city, State or Province 12345-6789 • Phone (123) 456-7890


Department secretary 

 Provided secretarial support for New Business Team 
Stanegate Hildings Ltd

1994 to 1997

Personal secretary

Shorthand typist
Education and training
Member of institute of Qualified private secretaries

2000-2002 city Adult Education college (part-time/evening course)
· Pitman private secretary Diploma 
· Pitman commercial correspondence
· Pitman shorthand
1992-1994 westmordale college  of education 

· RSA III Typewriting  (Distinction)

· RSA III shorthand and Typewriting certificate

· RSA III Audio-typing

· RSA II English Language
1986-1991 clevedon school

GCSEs:
Five including Maths and English

Personal details
Date of birth:

9 october 1975
Health :

Non-smoker






Licence :


full.clean.UK driver`s licence
Interests:


Theatre and cinema
References:  

Available on request
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