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Tanya May | PA and Receptionist 

Location: xxxxxx 
Telephone: xxxxxxxxxx 
Email: xxxxxxxxxxxxxx  

Professional Profile 

‘An exceptionally professional and accomplished Administrator, with an impressive range of secretarial and 
office management skills applied across diverse sectors, including medical/health, legal and educational 

establishments, for both short and long term contracts’ 

Rapidly assimilating into any environment with the appreciation that every employer needs an instantly productive 
individual, I require the minimum of supervision, possessing the necessary secretarial, PA and clerical skills to not 
only hit the ground running, but initiate improvements to streamline operations within the office. Acting as first 
point of contact in person, by email and on the telephone, I employ my naturally friendly and helpful 
persona, engendering trust and going the extra mile to assist them with their query.  

Core Skills 

• Expert Secretarial & PA Skills 
• Digital Audio & Copy Typing 
• Reception / Meet & Greet / Hospitality 
• Diary Management 
• Meticulous & Accurate Data Entry 

• Switchboard Operation 
• Transcribing Notes & Creating Records 
• Filtering Communications & Disseminating  
• Confidentiality, Discretion, Diplomacy 
• Emis, Docman, Rio, Staffplan & Oasis

Career Summary 
Oct 2016 – Present  Agency – Temporary PA & Receptionist assignments  

Undertaking a range of administrative and receptionist short term contracts within fast paced private and 
public service environments, performing duties ranging from clerical to office management responsibilities. 
Key Responsibilities 
• Responding promptly to incoming calls on frenetically busy switchboards remaining ruffled and 

professional whilst providing requisite information, resolving issues or redirecting callers. 
• Utilising a variety of information management software packages to record, accurately update critical 

data including client and staff files. 
• Managing diaries, booking and rescheduling appointments on behalf of managers and doctors. 
• Providing a full secretarial function, including typing correspondence, organising meetings, minute 

taking and document preparation, whilst also filtering/prioritising communications. 
• Transcribing confidential dictated notes and uploading them to the requisite online account. 
• Proofreading documents in readiness for issue, checking and amending contents prior to printing. 
• Facilitating recruitment processes from applicant packs and submitted online forms to shortlisting and 

interviewing; following up with training and induction. 
• Creating, updating and archiving files 
• Checking stationery stock levels against staff requests and needs, ordering new supplies as necessary. 
• Performing all office clerical roles, including copying and mailroom duties plus clearing backlogs of filing. 

Key Contracts:    
Nov 2016    Surgery  
    Medical Receptionist 

Provided a welcoming ambience, reassuring distressed patients and going the extra mile in meeting their 
needs. Managed diaries, correspondence and liaised with other surgeries and professional bodies. 

Oct 2016   Centre  
Administrator and Receptionist 

Based at a Sexual Health and Psychotherapy unit requiring a calm and trust-inspiring approach face-to face and 
by phone, recognised serious situations and ensured urgent responses by qualified professionals. Completed, 
updated and cleared a hug backlog of filing for patients, including consent requirements for under 18s. 
 
Feb 2016 – Oct 2016   Care 

Administrator and Healthcare Assistant (Domiciliary)  

Performed a dual role managing comprehensive office-based activities whilst also visiting clients at home 
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across the Boroughs of Bromley and Bexley to provide bespoke support and services enabling older and 
disabled people to remain living within their own homes. 
Responsibilities: 
• Created, updated and maintained records for clients and staff on data management systems. 
• Responded to telephone enquiries, resolving issues and providing accurate information. 
• Transcribed confidential notes and typed correspondence. 
• Updating notes and MAR charts, transferring information to electronic databases enabling smooth transitions 

between staff servicing the same individual and decision making on best care packages for each. 
• Performing hands on support (single or double), including moving and lifting, ablutions and applying creams. 
• Offering companionship during visits, building excellent relations and ensuring clients feel safe and cared for. 
• Administering and ensuring medication is taken in accordance with instructions. 
• Preparing and cooking basic meals 
• Liaising with office and next of kin as appropriate and in accordance with company protocols.   
• Spot-checking and observing other carers as part of the ongoing quality assurance model. 

Feb 2014 – Feb 2016  NHS  
Administrator (Bank Staff) 

Provided admin support on an ad hoc basis for Stepping Stones Community Health Bromley and Stuart 
House for the Learning Disability Team. 

Key Responsibilities: 
• Performed functions, including reception, switchboards and creating letters on behalf of Doctors.  
• Maintained and updated client and staff information on databases. 
• Devised template documents to streamline operation and promoting a more efficient working environment.  
• Collated and distributed tailored mental health programme packs to patients moving on. 

 

Apr 2012 – Feb 2014  Office temps 
Various Charities and NHS Trusts   Minute Taker 
Oxleas      Audio Typist  

Apr 2013 – Jul 2013   x       Admin Assistant 
Nov 2012 – Mar 2013  x      Administrator 
Oct 2012 – Nov 2012  x       Administrator 
Aug 2012 – Sep 2012  x      Administrator 
Apr 2012 – Jul 2012  x      HR Assistant 

Oct 2013 – Dec 2013  x 
Dec 2013   x        Ward Clerk  
Nov 2013    x       Medical Secretary 
Oct 2013   x      Administrator 

Prior positions included PA, secretarial and administrative roles in solicitors, financial 
institutions, schools and government bodies. 

Education & Qualifications 
 Core Foundation in Teaching Course –  – 2012  
 BA (Hons) Theology and Religious Studies –University – 2011   
 Conveyancing Foundation Course – Institute– 2011  
 Certificate in Higher Education – Cambridge University – 2010   
 Certificate in Religious Studies, Distinction –College – 2007   
 NEBS Diploma in Effective Supervision / Leadership and Motivation – 1998  
 NVQ Level 3 Information Technology / Pitmans Dip. MS Office – 1997  

Health Care Certificates Passed: 

Effective Communication, Health & Safety, Equality and Diversity, Handling Information, Personal Duty of 
Care, Privacy and Dignity, Infection Prevention & Control, Safeguarding Children /Adults, Mental Health, 
Basic Life Support and Food and Nutrition 

References Available on Request 
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