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Tracey Head | Administrator 

Location: xxxxxxx 
Telephone: xxxxxxxxxxxxxx 

Email: xxxxxxxxxxx 

Professional Profile 

‘A confident and highly organised administrative professional with experience in busy office and reception 
environments, rapidly assimilating and learning processes applicable to in-house operations, consistently 

impressing employers which has resulted in fast-track advancement to more senior positions’   

Meticulous in my approach to data collation and presentation, I setup and maintain records, incorporating 
critical information and running high quality reports and analyses in the requisite style and format. 

Core Skills 

• Office Protocols & Procedures 
• Report Writing & Editing 
• Account Creation & Update 
• Information Management Systems 
• Research & Data Collection 

• Customer Relations 
• Time Management & Prioritisation 
• Phone, Email & Face To Face Communications 
• Team Leadership & Support 
• Calm Under Pressure 

Career Summary 
2014 – Present  Company 
    New Business Coordinator 

Promoted to a more senior position after just nine months to manage new business enquiries, converting 
potentials to portfolio clients and performing all administrative functions pertaining to setting up accounts 
and recording critical information, for this “Secret Shopper” service. 

Key Responsibilities 
• As first point of contact for interested parties, provides a full description of services offered, eliciting 

requisite details in order to define the best package for their needs. 
• Creates accounts for each client ensuring all critical data is recorded and provides guidance and support 

throughout the process. 
• Facilitates streamlined handovers to Account Managers on completion of data collation, fully briefing each 

with important data, including the key outcomes the client wishes to focus on, frequency of visits and the 
analysis report format required for feedback. 

• Updates interlinked online systems and databases, ensuring meticulous accuracy applied to input and 
ensuring adherence to all policies and procedures. 

• Fully supports line manager, undertaking equivalent duties in the interest of efficiency and effectiveness. 

Key Achievement 
• Secured valuable contracts typically worth £50K pa with renowned companies, establishing robust 

relationships and paving the way for long term affiliations.  

2014 – 2014    Company 
Report Validator 

Recruited to assess and evaluate periodic reports for clients, in terms of quality assurance, clarity of 
language and verifying the accuracy of statements contained within them, prior to issue. 

Key Responsibilities 
• Proofreading and editing feedback produced by Secret Diner, correcting anomalies and errors to generate 

the final easy-to-read and accurate versions in accordance with terms and conditions of each contract. 
• Investigate statements made where necessary, collating evidence and building cases in support of evaluations. 
• Engaging with assessors to ensure a robust line of communication was maintained, providing guidance 

on the use of the website, attending visits and payments. 
• Processing reports and evidence, recording data and supplying Account Managers with the requisite 

information for each client. 
• Resolving any issues resulting from reports, providing further explanation, escalating complaints when 

necessary from customers and assessors. 
Achievements 
• Boosted the reputation and quality of service where a deficiency in the number of Secret Diners on the 
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books had resulted in a failure to meet the requisite contractual obligations across all clients; launched a 
successful recruitment campaign resulting in a significant increase in applicants. 

2013 – 2014     Company 
Hotel Receptionist and Supervisor 

Promoted rapidly in acknowledgement of capabilities and demonstrable aptitude for a much more 
responsible role within this bustling hotel, focussing on customer satisfaction and procedural adherence. 

Key Responsibilities 
• Delegated workloads to eight staff, monitoring activities and arranging cover for absentees to ensure the 

smooth operation of reception and other related functions. 
• Provided the friendly and helpful face of the establishment in person by telephone and email, including 

meet and greet, answering enquiries, booking restaurant tables, issuing keys and arranging cabs. 
• Managed online diaries recording reservations and bookings, cancellations and re-schedules. 
• Placated agitated customers in order to resolve their problems, escalating major issues to the Duty Manager. 
• Provided feedback and key information to Duty Manager for handover to the next shift. 
• Processed payments both cash and by card, printing receipts and invoices. 

2013 – 2013     Company 
    Waitress 
Key Responsibilities 
• Greeted and seated customers within the restaurant. 
• Responded to all enquiries and requests politely, providing the highest standards of customer care. 
• Took orders accurately and submitting them to the kitchen. 
• Served food and beverages deftly and courteously. 
• Processed payments both cash and by card.  
• Adhered to health and safety protocols, keeping the area tidy and clean, safe for staff and patrons. 

Waitressing and customer assistant roles undertaken whilst studying 

2012 – 2013      Company 
2011 – 2012    Company 
2011 – 2011      Company 
2010 – 2011     Company 

Education & Qualifications 
 HND Modules in Performing Arts –  
 BTEC National Diploma in Performing Arts –College – 2010  
 2 A Levels and 1 AS Level - 2009 
 YMCA Qualification in Exercise and Fitness – 2007  
 9 GCSEs including English and Maths – 2007   

References Available on Request 
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