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Manpreet Ruprah | Administrative Expert 

Location: xxxxxxxxxxxx 
Telephone: xxxxxxxxxx 

Email: xxxxxxxxxx 

Professional Profile 

‘A highly efficient, multilingual administrative all-rounder with impressive experience in delivering office-
based functions within the context of the wider organisation and financial operations within both educational 

and accounting environments.’   

An ambassador for best practice, I have designed and embedded cross departmental policies and 
procedures, including office conventions, health & safety and communications, streamlining processes and 
promoting efficiency. A motivational team leader, I have engaged and trained staff for generic clerical and 
workplace protocols, scheduling workloads and monitoring progress to ensure deadlines and targets are 
upheld. Ever-mindful of restrictive budgets, I source suppliers and negotiate the best prices for resources, 
equipment and contractors, driving up cost-savings whilst still maintaining high quality standards. 

Core Skills 

• Generic Office Skills (Filing, Phones, Mail) 
• Stock Control & Purchase 
• Creation of Correspondence & Proofreading 
• Data Management / Record Keeping 
• Diplomatic Complaints Resolution 
• Client & Stakeholder Relations 

• Staff Selection, Induction & Management 
• Invoicing & Credit Control 
• HMRC Payroll/Vat Returns 
• Marketing & Promotion 
• English, Punjabi & Hindi 
• Website Design & Maintenance

Career Summary 
Jan 2015 – Aug 2016  School 
    Administrative Supervisor 
Managed cross departmental administrative operations for this private English speaking primary school with a 
current cohort of 850+ pupils from mid-income families. Maintained an oversight of all services and functions.  
Key Responsibilities 
• Primary administrator for admissions and registration, collating requisite data and maintaining all pupil 

records, including personal details, attendance, progress and fee collections. 
• Liaised with the accounts department to ensure statements of schools fees were issued, invoices for 

payment were processed, credit notes issued and payroll run on time. 
• Supervised five office staff and housekeeping personnel, training, performance managing, scheduling 

workloads and monitoring effectiveness. 
• Created, reviewed and distributed all communications both internal and external, maintaining a high 

standard of interaction between school, staff, pupils, parents and other stakeholders. 
• Oversaw performance of stock audits, maintaining levels, placing orders and checking off items against 

delivery notes, invoices and statements. 
• Responded professionally to enquiries made by telephone, passed on by staff or face-to-face at parent 

evenings, providing a primary point of information for all queries. 
• Proofread and edited documents on behalf of the Head Teacher, including the newsletter, 

correspondence and announcements. 
• Monitored both scheduled maintenance and emergency repairs, liaising with caretaking staff and 

subcontractors to ensure works were completed to H&S standards and on time.   
• Resolving any complaints diplomatically and to the satisfaction of all parties. 

Key Achievement 
• Impacted significantly on cost savings for the school budget; researched suppliers for all school 

resources, equipment and special events, negotiating and securing quality items at the best prices. 
• Initiated and designed a website, collaborating with IT experts; populated the pages with information, 

updates and news, providing not only a strong marketing tool but driving up efficiency by supplying 
facts to parents, whereby valuable staff time was not wasted on basic enquiries. 

• Streamlined credit control by introducing a one-reminder-letter system outlining fees owed, deadlines 
and actionable outcomes, reducing the time and resources spent on this function. 

• Exponentially improved H&S standards; overhauled the housekeeping department, addressing issues of 
staff retention and performance, recruiting new staff and monitoring performance. 

 

 

Fully editable Word 
version included in the   
Pro Job Hunter Pack 

 
 

           Land your perfect job quickly 

 

Get the Pro Pack 

https://standout-cv.com/products/pro-job-hunter-pack


Page 2 

Aug 2013 – Jan 2015  On Sabbatical (Family Care Reasons) 

Jan 2013 – Aug 2013  School 
    Part Time Exams Invigilator / Class Cover Supervisor 

Key Responsibilities 
• Delivering lessons prepared by the absent teacher and monitoring progress within classes of 30 pupils. 
• Providing classroom support and tutorage on a one-to-one basis. 
• Assistance in extra-curricular activities, including sports and leisure. 
• Invigilating during written examinations at all levels. 

 

Dec 2010 – Jan 2013  On Sabbatical (Family Care) 
 
May 2010 – Dec 2010 Company 

Accounts Assistant 

Provided Maternity cover within this well-established firm of Chartered Certified Accountants, hitting the 
ground running with minimal supervision and training. 

Key Responsibilities 
• Processed all invoices and expense forms entering data and updates into the TOM accounting system. 
• Prepared quarterly VAT returns. 
• Contacted and responded to clients pertaining to VAT queries. 
• Completed all filing is promptly and accurately. 

Key Achievements 
• Significantly contributed to the overall efficiency of the office; demonstrated that data processing times 

could be significantly reduced from 1½ days to ½ day per file, whilst still retaining accuracy, prompting 
a senior management initiative to introduced time and motion studies to analyse performance. 

• Rapidly self-taught the HMRC payroll package with zero input from a trainer. 

Dec 2007 – May 2010 On Sabbatical (Family Care) 

Oct 2004 – Dec 2007  School  
Administration Officer 

Launched a new primary school with family members in response to the need for quality education for 
middle-income families, undertaking all administration for the operations required to operate a successful 
educational establishment.  
Key Responsibilities 
• Establishing all protocols and procedures, including document templates, job descriptions and codes of 

conducts, embedding best practice. 
• Acted as first point of contact for enquiries, providing information and engaging interest from prospectives. 
• Supervised building works and repairs to ensure compliance with H&S regulations. 
• Managed all office function from securing requisite permits to devising/maintaining information systems. 
• Collaborating with Accountant regarding billing, invoice payment and credit control. 

Key Achievements 
• Opening in 2005 with an anticipated intake of 60, but completely smashed targets by securing 400 

pupils requiring additional accommodation as a result; marketed the excellent tuition, first rate facilities 
and extra-curricular activities, producing pamphlets, prospectuses and advertisements. 

Education & Qualifications 
 ACCA Qualification, (Modules passed F1-F3, F5,F6,F9) –– 2011-Present 
 MSc in Public and Environmental Health Sciences, Merit – University, 2004 
 BSc (Hons) in Biological Sciences (Food), 2:1 – University– 2002 

(Transferred from University of Botswana) 
 9 O’ Levels, including Mathematics & English –– 1997  
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