Mrs Roxana-Andreea Tiris
22 Dame Agnes Grove
Coventry
CV6 7HL
  Email: rox11.deea@yahoo.com
Tel: 07557984133


Objectives
To always complete my work to the highest standard. Focusing on accuracy, excellent customer service, and to work as a committed team member.

Key Skills

	Team Player with Positive Work Attitude but also able to work on own initiative
	Excellent Communication/ Customer Service Skills
	Able to follow processes effectively
	Self-Motivated
            Adapt successfully to changing situations and environments
	Able to work under pressure
	Highly efficient in the use of Microsoft Outlook, Excel and Word

Career History

2011 and prior		            Studying in Romania 
                                                University – Accountant qualifications



Aug 2015 – Feb 2016             TEMP –  Progress Chaser ( Assured Group )
				For Paragon Fleet Solutions
				Heyford Park, Bicester 
				
Responsible for running reports from Evolution to hand to the relevant teams moving cars ready for Valet.
Chasing Daily list cars ready for Valet
Pushing urgent requests through valet
Reporting on totals processed through Valet
Managing Emails for Valet




Feb 2016 – current 	            Corporate PDI Co-ordinator - Temp
			            Paragon Fleet Solutions (employed via Assured Group)
			            Heyford Park, Bicester, Oxon

Managing and controlling day to day requirements from dealer/retailer network for new car corporate sales. Ensuring the delivery SLA requirements set by the lease companies are met. Providing accurate communication at all times.

· Manage new arrivals to site, arrange any work, accessory fit and manage delivery SLA requirement.
·  Ensuring vehicle paperwork pack received from retailer, is complete and is processed and issued with the vehicle. 
·  Completion of PDI books – hand writing up vehicles details  
·  Monitor and action any vehicle repairs as per agreement with the retailer
·  Use of client vehicle management system SLI to monitor and check vehicle details
·  Process deliveries on iSight
·  Processing off site deliveries (Grimsby/Thurleigh etc)
·  Preparation of driver packs for delivery – instructions to driver for delivery handover
·  Arranging adhoc collections of return vehicles, Adhoc retailer requests via email or telephone
· Use of Bespoke Evolution and TS3 systems
	 
		

I am a Romanian National that has been living in the UK for the last year , I have worked for Assured Group at Paragon Heyford for this period of time.
		


Hobbies & Interests
        During my spare time I enjoy socializing with friends and family, cooking and watching TV (documentaries and movies ) 





