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	Personal Summary

	Results-driven office and operations manager with 8+ years of experience overseeing administrative processes, team coordination, and client support within fast-paced business environments. Managed daily operations for teams of up to 15 staff while improving workflow efficiency and maintaining high service standards. Skilled in team leadership, office management, scheduling, supplier coordination, and client relationship management.


 
	


	Work Experience

	Office Manager 12/2022 - 05/2026 
Wexford Estates, Hammersmith 
Oversee daily office operations and administrative support for a busy estate agency handling 200+ client enquiries monthly.
Manage schedules, workload distribution, and performance support for a team of 12 sales and administrative employees.
Introduced new document management and workflow procedures that improved operational efficiency by 25%.
Managed office procurement and supplier relationships, reducing supply costs by 15% through renegotiated contracts.
Supervised CRM database management for 2,000+ customer records while ensuring GDPR compliance and data accuracy.
Sales Administrator 07/2018 - 11/2022 
Wexford Estates, Hammersmith 
Created marketing materials for an average of 20 properties per month, correcting and editing copy written by agents for accuracy.
Supported sales teams during peak periods by handling escalated customer issues and improving service response times.
Coordinated appointments with contractors including photographers and surveyors to minimise inconvenience to vendors.


 
	


	Education

	A-levels, Art & Design, Italian, Accounting, 06/2016
West Hammersmith College, London 


 
	


	Skills

		· Software: Advanced user of Adobe Creative Suite and Microsoft Publisher
· Web portals: Advanced user of PortalHub to aggregate all major property web portals

	· Copywriting: Able to write accurate and compelling copy for marketing leaflets and property portal postings
· Diary management: Arranged appointments for agents, balancing busy timetables for maximum efficiency

	· Office management: Ordered supplies and dealt with supplier invoicing.






 
	


	Languages

		Italian :	C2
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