Haja Binty Mansaray
Address: 32 Whitear Walk , Stratford E15 1QH
Telephone: 07312275317
E-mail: mansaray.haja@yahoo.co.uk
Personal Profile

A highly motivated and well organised administrative assistant with a few years’ experience in a variety of office-based environments, thrives on providing solid and essential back up to key positions and projects. A calm head and meticulous eye for detail ensures that all duties are carried out to the highest standards and in allotted time frames. Comfortable working as part of a team or independently with a focus on delivering quality administrative support on a continuous basis.



Seeking a challenging position in the Administrative industry within a strong growing company where I will be able to continue to increase my work experience and develop my abilities. I possess a strong background in customer service and engaging with customers in achieving set targets. I go above and beyond to deliver excellent service in order for customers to have the best experience.

	Core Skills

· Leadership and Organisational development
· Strong Interpersonal Skills
· Excellent Telephone Manner
	

· Detail Oriented
· IT Literate
· Risk Management 
· Excellent Communication 
· Complaint Handling
· Excellent time Management

	

	


Career Summary
	Dates to and from

Sep 2020 - Current 




January 2018 – Sep 2019




November 2015 – January 2018






July 2019 – September 2020







	JOB TITLE, Company Name
Team Leader - Paddy Power 
· Training, supervising and appraising staff.
· Responsible for all shop operations, including opening and closing procedures.
· Assessing and reviewing financial circumstances.
· Authorising and evaluating large customer bets.
· Developing a network of local business contacts.
· Promoting the Company services.
· Building a Rapport with new and existing customers.
· Keeping and maintaining shop presentation standards.


Guest Service Receptionist - Aspers Casino
· Meet and greet customers at the main reception area.
· Deal with customer telephone and e-mail inquiries.
· Ensure accurate and appropriate responses to disputes.
· Monitor disputed transactions for possible fraudulent activity. 
· Serve customers by resolving product and service problems.
· Monitor membership accounts.
· Responsible for prize winnings.
· Sorting and distributing incoming and outgoing posts.
· Being a source of information to guests on various matters.


Senior Customer Service Advisor - Argo
· Deliver a high level of customer experience.
· Conducting stock related operations.
· Coached and developed branch staff by offering constructive feedback.
· Proactively manage time to be in the right place at the right time, supporting the overall customer’s branch experience.
· Effectively comply within the Risk Management Framework including our Policies, Processes, Procedures and Governance.
· Fulfil customer transactions and account servicing requests accurately and compliantly right first time using the system tools and prompts when available.
· Attend and participate in store and management meetings and training sessions.
· Having accurate product knowledge.


International Assistant to  Director of Partnerships and Fundraising, Messeh Leone Foundation Trust
· Carry out marketing and public relations activities to raise the profile of the organisation’s services and campaigns.
· Design fundraising materials such as policy papers and grant proposals. 
· Create and organise fundraising events.
· Co-ordinate volunteers.
· Carry out administrative tasks such as gathering data, preparing reports, database management and clerical work to meet charity’s needs.
· Provide administrative support in the planning and execution of the Global Peace Project.
· Responsible for implementing the Waves for Change programmes in West Africa(which provides a child friendly mental health service to vulnerable and differently abled young people living in unstable communities.

	
	


Professional Development
	· Manual Handling, Health and Safety.
	

	
· Leadership, Fundraising Training.
	


Education
	September 2013 – June 2015 Newham Sixth Form – BETEC Level 3 Travel and Tourism

	September 2008 – July 2013  Sarah Bonnell Secondary School 5 GCSE including English


Key I.T Skills
· Word, Excel, PowerPoint, Publisher, Adobe Premier, Photoshop
Other Details
	Other:
	

	Interests:                          
	Volunteering to feed the homeless at Christmas, travelling, meeting new people , going to the gym and reading.




References are available on request 









