Carola Sanis
 

1 Briar Way, West Drayton, Greater London UB7 9AR
Home: 01895 445760 Mobile: 07908723510 

olie1197@hotmail.com
 
   Professional Summary   

Experienced, pragmatic and friendly administrator with a genuine can do attitude, offering a high standard of administrative and clerical support, as well as excellent customer service. I enjoy working as part of a team but equally capable of working well on own initiative. Able to communicate and relate to people on all levels. Flexible, patient and enjoy taking on a variety of tasks and learning new skills.
Intermediate skill level on Microsoft Word - Excel - PowerPoint
Systems used: Microsoft Dynamics, Outlook 365, Lotus Notes. Various internal CRM systems.
Languages: Dutch

   Core skills   

	· Office Administration
· Organisation/Planning
· Customer Service
· Meeting / Greeting Clients
· Email /Diary Management /Meetings
· Customer queries
· Problem solving / Complaint handling
· Handling Mail/Correspondence
	· Verbal and Written Communication
· CRM Management/ Data entry
· Mail Merge
· Reporting/ Data Analysis
· Document Management
· Travel/Catering Arrangements
· Receptionist Duties


 
   Experience   

	Intermedia Brand Marketing


Crawley, West Sussex
Administration Executive 
 May 2019 to February 2020 
Having been made redundant for a second time in the space of 18 months, Intermedia allowed me the opportunity to work from home on a freelance basis dealing with their subscriptions mailing fulfilment.
• Run data for all welcome and renewal letters on Myriad (subscription system)

• Split and manipulated data according to subscription renewal schedule/cycle, V Look up new cover prices and email addresses into data
• Mail merge data files created and verify letters produced. Making changes and adjustments where necessary before saving to PDF. Update coding in Word templates if required
• Upload letter files and keeping an accurate record to reconcile with upload data received from logistics bureau at month end.
• Prepare and upload letter in email format if preferred mailing method by publisher.
• Monthly reporting regarding number of letters produced split into UK, Europe, Rest of World
• Deal with customer emails/ queries via email during busy periods
	John Guest Ltd


West Drayton, Middlesex
Administrative Secretary 
 March 2018 to April 2019 

• Manage director’s emails and incoming correspondence, ensuring prompt handling of all queries or escalate to internal departments as necessary.  

• Type bespoke letters to customers, clients and suppliers as directed by manager.

• Arrange meetings via Outlook and update calendars. Type and print meeting agenda and arrange meeting room/ refreshments.
• Deal with all incoming complaints, allocate and set up complaints on bespoke system.  allocate complaint to relevant Quality Engineer.
• Process engineers' investigative report, email to sales rep to pass on to their customer.
• Deal with all insurance claims; liaise with insurance companies by either phone or email. Log all claims, claim amounts and settlements and prepare monthly spreadsheets for our finance directors ensuring all USA and EMEA amounts were logged and converted correctly.
• Process cheque refunds, sample requests and purchase requisites, logging details on excel.
• Weekly and monthly reporting for director and engineers.
• First point of contact for incoming phone calls and correspondence for the department, process general admin request with regard to new and departing personnel within the company. Ensure all stationary was kept up to date. Process holiday requests for payroll.
	Comag Specialist


West Drayton, Middlesex
Senior Admin Executive 
 November 2010 to January 2018 
• Dealing with all administrative tasks set by account managers, such as producing meeting packs, running reports using internal as well as external systems. Analysing reports with regard to sales figures, competitor titles as well as the overall magazine market. 
• Assist account manager in allocating annual retail spend for publishers, analysing efficiency and seasonal promotions.
• Managing internal and external email inboxes dealing with a high volume of request from account managers and publishers. 

• Attend publisher meetings, take minutes and assist Account Manager to implement action points
• Managing availability problems at wholesale and retail level. Dealing with sales queries, print figures or remittances
• Setting up new publisher contracts, requiring attention to detail and the need for confidentiality.
• Training of new account executives and providing practical assistance to new account managers

	Comag


West Drayton, Middlesex
Subscriptions Administrator 
 August 2007 to October2010 
• Taking orders for new subscriptions over the phone, updating our computer system accordingly. Deal with customer and internal email queries promptly and efficiently. Updating our website, adding new magazines/covers as per the request of various publishers and internal account handlers, working out pricing, adding tag line and “spiel” for each title. Responsible for month end accounting, producing invoices requesting payment from various publishers for services provided. 
	Timelife


Stockley Park, Uxbridge
Customer Service Rep
May 2003 to July 2007
• Dealing with customer orders/ queries over the phone, updating our computer system accordingly. Setting up new accounts, updating customer details Liaising with Amsterdam head office, regarding stock, sales figures, future publications, warehouse issues and system problems


   Education  

NVQ Level 2: Business Administration Level 2
 1993 
Cranford Community College , Cranford 

A-Levels: English, spanish, business, economics
 1986
Tilburg's Avond College , Tilburg, The Netherlands 

GCSE: Dutch, English, German, Maths, Science, Biology 
 1984
Jeroen Bosch College , s-Hertogenbosch, The Netherlands 
