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Address:	11 Larisa Grove
						Papamoa
Tauranga
Age:		29 Years Old
				Mobile:		022 462 9101
Available:	1-month notice period
Dependents:	Nil
Email:		asprior@outlook.com


PERSONAL STATEMENT
An experienced Office Manager / HR professional with a background of supporting Senior Leadership Team across regions to meet core growth. Committed to delivering exceptional standards of service and maximising opportunities to increase efficiencies. Skilled in managing end-to-end HR processes and driving company culture in line with corporate objectives. A passion for assisting global teams, thriving in highly pressurised and challenging environments. 

·        Highly organised, enthusiastic self-starter. 
·        Excellent people management skills, suited to highly collaborative environments. 
·        Strong communication and international collaboration.
·        Ability to meet deadlines and adapt to the rapid growth within the IT environment. 
·        Quick learner, able to adapt to new technologies and methodologies.



COMPUTING COMPETENCIES
Microsoft Office (various versions) – Very good (particularly Excel, PowerPoint & Word)    
Salesforce.com – Super User                              
Smart Payroll – Super User
MYOB & Xero – Very good
XCD (built on Salesforce) – Super User
Aquilla - Good                                                 
Xer

EMPLOYMENT
[bookmark: _GoBack][image: http://loopup.com/email/product/loopup-logo-full-colour-new.png]Nov 17 – Current
			LoopUp Limited
Office Manager / HR Assistant – Full Time
			
· Lead Implementer and now manager of the internal HR System run through Salesforce. This includes:
· Proactively providing Managers and C-Level Execs with relevant data and reports which supports and shapes business decisions
· Ownership of all employee changes with full accuracy and attention to detail
· Ownership of systems upgrades / new module add-ons

· Key member of the HR team. Generalist HR duties include: Managing & maintaining Personnel Files, Company Cultural implementation and integration (following the acquisition of MeetingZone in May 2018 for £60m), Employee Benefits, new Employee on boarding process and Inductions as well as Leaver off boarding process. 
· Key member of the Information Security Management team, including ISO 27001 Reviews and recertification’s and physical workplace Assessments.
· Day to day running of the Office including, liaising with external Suppliers, Health and Safety Management. 


April 15 – August 17	
Iron Clad Roofing
[image: http://ironcladroofing.co.nz/wp-content/uploads/2014/09/Logo-420.png]Office Manager & Health and Safety Officer – Full Time	

· Day to Day running of the office, including liaising with external suppliers, weekly payroll & Health & Safety Management.
· Assisting C-Level executives with daily operations.
· Working alongside Senior Management Team on HR related issues.
· Inventory Control, ordering and ensuring stock levels are maintained.
· Organising / running monthly events to maintain company culture.
· Scaling up Roof plans and ordering Fascia/Gutter and Roof materials.
· Quoting, invoicing and debtor management.



November 11 -  April 15	

[image: ]Fertco Limited
Office Administrator & Health and Safety Officer – Full Time	


· Health and Safety, implementation and Management of internal system.
· PA Duties to Management team including, Booking flights, accommodation and venues for events.
· Customer Service Operator 0800 Line, assisting customers with technical questions.
· Dispatching Customer Orders

QUALIFICATIONS
2011 – 2013 Bay of Plenty Polytechnic
· Completed Level 5 Diploma in Business & Tourism
· Completed Level 5 Diploma in Tourism and Events Management
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