LAURA BENNETT
NOTTINGHAM
tel: 07700 900643 email: laura.bennett@example.com
PROFILE
· Office administrator with seven years’ experience supporting service teams, from customer bookings and shared inboxes to meeting records and purchasing administration.
· Use Microsoft 365, including Excel, Outlook and SharePoint, to coordinate work and keep information accessible to colleagues.
· Handle customer enquiries calmly, clarify what is needed and follow outstanding requests through to the right person.
· Experienced in balancing scheduled work with urgent changes, checking records and preparing clear weekly reports.
· Hold a Level 3 Diploma in Business Administration, completed alongside employment, with recent Excel and information-handling training.
WORK HISTORY
OFFICE ADMINISTRATOR
ASHFIELD PROPERTY SERVICES, NOTTINGHAM
MAY 2022 – PRESENThttps://www.freecvdownload.com
Support a 24-person property-maintenance business, coordinating office administration for eight field engineers and the operations manager.
· Manage the shared service inbox and around 70 weekly bookings, confirming access arrangements and updating customers when schedules change.
· Maintain customer and job records in the service system; check completion sheets and prepare invoice information for the accounts team.https://www.freecvdownload.com
· Arrange monthly team meetings, circulate papers, record agreed actions and follow up outstanding items with their owners.
· Introduced a booking-information checklist; visits needing a second access call fell from 18 to seven across two comparable four-week periods.
· Rebuilt the weekly outstanding-jobs report using Excel lookups and a PivotTable, reducing preparation from 50 to 25 minutes over six weekly runs.
ADMINISTRATIVE ASSISTANT
TRENT LEARNING CENTRE, NOTTINGHAM
SEPTEMBER 2019 – APRIL 2022https://www.freecvdownload.com
Provided administrative support to a training provider delivering classroom and workplace courses for local employers.
· Booked rooms, confirmed course places and issued joining information to delegates and trainers.
· Updated attendance records, checked registration details and assembled completion documents for the course coordinator.
· Raised purchase requests, checked supplier-invoice references and gathered receipts for the monthly accounts pack.
· Organised shared folders and wrote handover notes for recurring tasks, helping two new colleagues cover course administration.

QUALIFICATIONS & DEVELOPMENT
LEVEL 3 DIPLOMA IN BUSINESS ADMINISTRATION
WORK-BASED LEARNING – 2021
Completed through work-based learning while employed as an administrative assistant.
RECENT DEVELOPMENT
EXCEL REPORTING – 2025; DATA PROTECTION – 2026
EDUCATIONhttps://www.freecvdownload.com
A LEVELS: BUSINESS (B), ENGLISH LANGUAGE (C) – 2019
8 GCSES INCLUDING ENGLISH AND MATHS – 2017
OUTSIDE WORK
I enjoy cycling, reading crime fiction and singing in a community choir.© FreeCVDownload.com.
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