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Sam Roberts | Executive Assistant 

Location: xxxxxxxx 
Telephone: xxxxxxxxxx 

Email: xxxxxxxxxxxx 

Professional Profile 

A naturally engaging individual who can confidently work unsupervised and who thrives when performing a 
demanding and varied role with the utmost discretion and efficiency.  

 

An accomplished professional with extensive high level support experience, primarily within the financial 
services sector, who excels in the provision of combined personal and business support to the most senior of 
HNW individuals. Adept in communicating and collaborating at all levels, and in managing and prioritising a 
complex workload of simultaneous tasks showing a meticulous and exacting quality focus. Proactive in 
anticipating the requirements and responses of the individuals supported; using advanced emotional 
intelligence to engage professionally with all stakeholders and work effectively at an intense pace.  

Core Skills 

• Time Management & Prioritisation 
• Diary & Travel Management  
• People Management & Mentoring 
• Accuracy & Attention to Detail  

• Networking & Negotiation  
• Collaborative Team Working 
• Touch Typing & Shorthand 
• Innovative Problem Solving 

• Office Management  
• Cross Level Communication 
• Project Management 
• Advanced MS Office  

Career Summary 

Aug 2013 – Present   Company 
    Executive Assistant 
 

Outline 
Providing business and personal support to David Morgan, the Executive Chairman of European and Asia 
Pacific Operations; he is the ex-CEO of Westpac Banking Corporation and former Deputy Secretary to the 
Australian Treasury.  Global family support also extends to David’s wife, the Honourable Ros Kelly, former 
Australian government minister, and their grown up children.  
 

Key Responsibilities 
• Delivering an exceptional standard of one to one support; serving as first point of contact for all 

correspondence, emails and telephone calls and liaising daily with high profile HNW individuals 
• Performing extensive daily duties and providing 24/7 support as required; responding to emergency 

situations when they arise and adapting to the relevant time zones across Australia and the USA 
• Liaising closely with New York Office, and with the CEOs, Chairmen, Directors and fellow EAs employed 

by the 6 portfolio companies for which David is a Board member 
• Collaborating with Ros Kelly’s assistant to ensure alignment of diaries and support Ros’s roles as Chair 

of the British Cancer Association and Commissioner of the Commonwealth War Graves Commission  
• Arranging all domestic and international travel for David and for the wider family when travelling together 
• Delivering extensive diary management when both in the UK and overseas, including planning and 

booking all meetings, appointments and complex travel itineraries encompassing flights, 
accommodation, cars, visas etc. (liaising with travel agent where required)  

• Demonstrating advanced use of shorthand to manage all correspondence, attending and taking minutes 
of confidential meetings as required, and handling all expense claims and reconciliations 

• Undertaking extensive household administration including payment of utility bills, scheduling of personal 
appointments, and organisation of events such as family holidays and parties etc.  

 

Key Achievement 
• Assumed the additional responsibilities of David’s Australian EA upon her retirement in 2014, taking on 

all associated duties relating to expense claims, reconciliations, invoicing, diary management, overseas 
travel booking (including quarterly visits to Tokyo), event management, and itinerary preparation for 
regular trips to Australia which encompass meetings with numerous key government figures  

 

Key Project 
• Currently working on David’s biography; working closely with Oliver Brown, Chief Feature Writer for the 

Daily Telegraph and journalist responsible for producing the final publication (scheduled for Apr 2017) 
• Responsible for the scheduling and logistics of interviews with all 30 contributors (including 2 former 

Australian Prime Ministers and numerous high profile CEOs) and associated international travel 
• Transcribing all audio (280 hours thus far), editing content, and proofreading prior to distribution  
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Jan 2012 – Aug 2013   Bank 
    Executive Assistant to Directors (Contract)  
Outline 
Provided bespoke personal and business support to 2 senior level Directors including diary and inbox 
management, organisation of external meetings / video conferences and scheduling of travel and itineraries 
 

Key Achievements  
• Managed 2 reception staff; ensuring continuity of high quality cover at all times and undertaking selected 

HR duties such as recruitment and selection, mentoring and performance appraisals 
• Led robust database management of client contact details, managed the logistics of internal office 

moves, and performed detailed and accurate expense reconciliation and reporting  
• Played a pivotal role in all client entertaining including issuing invitations, liaising with attendees, 

negotiating with venues and managing the procurement and scheduling of all other facilities required 
 
Mar 2008 – Dec 2011   Partners 
    Executive Assistant  
Outline 
Managed the personal and business affairs of 2 Senior Partners including all diary management, 
international travel and meeting arrangements and providing cover on a 24/7 on call basis 
 

Key Achievements  
• Liaised directly with senior level leaders on a daily basis to ensure alignment of diaries and maintained 

constant contact with a range of top global CEOs; adapting to last minute changes swiftly and efficiently  
• Prepared and reconciled complex expense claims, managed and made daily updates to an intricate 

contacts list, and controlled all personal and business correspondence (both incoming and outgoing)  
• Sourced private art collections for display in the London residence 
• Led and managed an overseas relocation project for one of the partners including the shipment of all 

household furniture and travel of both family and pets in adherence with a strict deadline 
 
Jun 1999 – Feb 2008    company  
    Executive Assistant to MD / Assistant Director 
Outline 
Responsible for managing both the business and personal affairs of the Managing Director including 
household management of properties in the UK and Iran 
 

Key Responsibilities  
• Organised and managed complex business and personal diaries including scheduling international travel 

at short notice, coordinating global board meetings (taking short hand minutes) and providing 24/7 cover 
• Managed family security while overseas, providing support during both private and business events 

attended by exceptionally high profile individuals, and assisted in all family health matters  
• Recruited new business support staff and assisted with salary restructuring and annual appraisals; 

travelling frequently to New York to establish new contracts and on board new colleagues  
• Managed all correspondence, attended a range of business functions / events either with or on behalf of 

MD, and led organisation of all team events such as summer and Christmas parties 
 

Key Achievements 
• Secured promotion to the role of Assistant Director in 2006; undertaking management of 6 London 

based staff including receptionists and the trading desk PA team 
• Worked in liaison with Special Projects Management to coordinate a £9m London office refurbishment; 

managing the logistics of moving the trading floor in 3 stages across a period of 18 months 
• Selected to serve as Global Travel Manager (2000 – 2008) negotiating and controlling all airline and 

accommodation agreements for overseas offices 
• Led successful contract negotiation and annual review with a diverse range of service providers to 

ensure maximum value for money, including an extremely beneficial rate deal with Virgin Atlantic  
• Project managed internal office moves within assigned budget, ensuring minimal disruption to operations  

Education & Qualifications  
 Professional Executive PA Diploma (with shorthand) 
 8 GCSE & 2 A Level Certificates 

References available on request 
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