	Mandy Lee
5 St Georges Lane

South Ascot, Berkshire SL5 9BL

Telephone: 07446 890842 or email mandyfivestar@live.co.uk

	Profile

	I have worked in positions where confidentiality, diplomacy and an understanding of business needs are key.  I can work effectively in pressured environments and meet deadlines, I consider myself to have excellent organisational and administration skills, with vast experience in customer facing roles.  I can communicate with people from all backgrounds at all levels.  I am a determined and diligent person with a flexible attitude. I consider myself a self-starter capable of taking responsibility and making decisions, prioritising, and multitasking.  In August 2017 I gained the position of a band 3, which involves more responsibility in the smooth running of the ward from an administration point but often taking a lead role when patients arrive onto the ward ensuring they are kept informed and bedded as soon as possible to take the pressure off the Nurse in Charge.  

	Key Skills and Experience

	· Microsoft Word & Excel
	· Administration/PA
	· Invoicing

	· PowerPoint
	· Customer Service
	· Payroll

	· Data Entry
	· Time Management
	· Writing Reports

	Education

	  Charters School, Sunningdale, Berkshire
	     CSE History, Geography, Commerce, Maths, English, Dressmaking

	       Private Tuition, Reading, Berkshire 
	     RSA 1 Typing
	  

	       Weir Training, Chertsey
	BTEC Level 3 Business Administration 

	Professional Experience 

	        Senior Ward Administrator                                                    June 2nd 2014 - 

	      Frimley Health NHS Foundation Trust, Wexham Park Hospital, Wexham Street, Slough, Berkshire. SL2 4HL
Asset with the smooth running of a busy Trauma & Orthopaedic ward, this can be anything from admitting a patient liaising with various team and or departments.  Ensure all patients are given the correct discharge information and leave with any outpatient appointments.  Answer the telephones taking messages passing on to the relevant department or person/s.    

· Adhere to trust polices and procedures.
· Admit & discharge patients to and from the ward.

· Collate patient notes and request notes from other NHS hospitals ensuring notes on the ward for time for patient’s admission.

· Make outpatient appointments, book transport as required.
· Book bank shifts for NHS staff.

· File and tidy notes for consultants and coding.
· PA duties for the ward Matron & Senior Sister’s. 
· Prepare PowerPoint presentations. 
· Attend ward meetings and take minutes when required.
· Plan social events for the Consultants, doctor’s and ward staff such as Summer and Christmas Ball’s for 150 guests. 

	      Senior Recruitment Consultant                                            April 18th 2005 – 21st February 2014

	      Contract Options, Ralphs Ride, Bracknell, Berkshire. RG12 9EE
      Initial position within Contract Options was as branch Administrator/Resource role which suits my organised and methodical mind, due to staff shortages I undertook a position of a recruitment consultant, and the role of managing one of the company’s key clients a role which I relished. I built up new client relationships and maintained existing ones.  Through my years at Contract Options, I believe I am a first-class service provider.

· First point of contact for clients & candidates.

· Daily admin for the branch & answering questions by phone, post and email.

· Arrange meetings as required ensure any other equipment required is available.

· Advertising in local & national papers for temporary staff, create mail shots highlighting our services. 

· Fill client’s booking requirements for temporary staff.

· Build strong client relationships.

· Process timesheets for payroll.

· Scheduling LGV drivers for two major clients one being a national supermarket ensuring they have the relevant rest periods, and all run times are covered.

· Research new clients and tender quotes for new business.

· Maintain and update database, create spreadsheets and generate mail merges for postal mailings.


D.O.B: 11:04:1961  

Reference upon Request: 
Additional Information: Non-Smoker & Full Driving License

Interests & Pastimes: Socialising & spending time with family & friends, Watching Polo, Holidays, Knitting & Baking 
