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 Elena Pruteanu
Administrative Assistant and Reception
Personal Profiling 

A well organized, reliable administrative assistant and secretary with extensive knowledge of good office practice, and a wealth of experience gained in both large and small companies. hard working and trustworthy, with the ability to remain good -humored and unflappable under pressure, I’m also able to multi-task without direct supervision from others and without being put on the spot, this also makes me reliable so you will be able to rely on me at any time. Excellent interpersonal skills, demonstrated by communicating with clients, colleagues and non-technical professionals on a daily basis. 

Key Skills and Achievements

· Communicative 
· Reliable
· Trustworthy
· Team working
· Able to manage time
· Keeping the situation under control
· Problem solving
· Elected class representative back in sixth form college
· Employer of the month 2015
Career History 

2016-2019, receptionist as a taxi controller for Capital Cabs- My duties include making and receiving telephone calls, dealing with general public face to face, handling email enquiries and data entry. It is also my job to determine which driver is best suited to which job and to ensure that all passengers are picked up at the correct time. I have good knowledge of the area, a professional telephone manner, I work well under pressure, both in a team and alone and excellent management skills.

2019-present, self-employed delivery driver- Loading, transporting, and delivering items to clients or businesses in a safe, timely manner. Reviewing orders before and after delivery to ensure that orders are complete, the charges are correct, and the customer is satisfied. Professional interaction with customers for taking orders, recording orders and helping with food and planning if needed, delivering the food items using commercial vehicle safely and efficiently.
Education and Training

	Date
	Qualification
	Institute 
	Grades

	1996-2000
	N/A
	Mihai Dragan 
	N/A

	2000-2003
	N/A
	College Dumitru Mageron 
	N/A

	2021-Present
	Highest Skill Education
	Saint David’s Trinity Of Wales
	Level 4 

	
	
	
	

	
	
	
	




Hobbies and Interests 
· Cooking
· Dancing
· Playing Tennis
· Playing Remy
· Travelling at time to time
· Reading 
· Watching TV 
· Cleaning

Contact Information

· Name: Elena Pruteanu
· Telephone number: 07450957879
· Email address: lilybabos81@gmail.com
· Home address: 108 Splott Road, CF24 2DD
· Clean Driver’s License



Five Interview Questions and Answers

1.How do you stay motivated in your work?

When I can assist, I help my co-workers, quests, or costumers with their needs. I get extremely motivated. the joy of meting their needs. Give yourself something to look forward to. depending on what you trying to get motivated to do, the rewards can range from smaller treats, like a trip to the breakroom for a fresh cup of coffee as soon as you finish graining through emails, to larger indulgences. There Is only one way for me to motivate myself to work hard. I think about it as part of making myself into who I want to be. once I made the choice to do something, I try not to think so much about how difficult or frustrating or impossible that might be ; I just think about how good it must fell to be that , or how proud I might be to have done that .Make hard look easy .I always push myself  no matter being at work or at home , sometimes things get too hard and trying your best to please everyone it doesn’t give you a manual it might sound “silly” but sometimes you got to push yourself to get where you want to and staying motivated you will get where you want .



2.How do you keep yourself organized?
I am naturally a very organized person.
I make lists, keep diaries and a calendar that helps to keep me focused and organized no matter what comes my way throughout the working day. I always prioritize my workload in line with the most urgent requirements of my time and adjust my priorities to account for unexpected things that may come along. I have certain system like my calendar for making sure I am always on time for commitments and lists to make sure that I got everything done each day. I love keeping documents separate so that files are always handy and never get mixed up. I always write everything down it helps me to keep myself organized and not forget something what might be important. Put in a little effort. Put in a lot of effort when necessary. once you have delegated responsibilities and make a schedule, then you can organize what you must do and when you can do it. Staying organized is not all breezes. It requires that you work hard with recognition that when you work harder, you can enjoy your clutter -free home life later. What is more important is to remember what you work for is meaningful to you.














3.How well do you work independently in an office setting?

While I do enjoy teamwork, I am more successful at completing tasks on my own. I’m able work at my own pace or whatever pace is required due to the workload. I generally troubleshoot any issues on my own and make sure to always leave space in my schedule in case an emergency arises. I’ve worked both in groups and independently, and I’ve found that I can focus much better on the task at hand when I work independently. I’ve always been someone who needs peace and quiet in order to concentrate to perform well. For more projects or assignments, I found that having brains working toward the same final product was very beneficial. Also, I’ve always been a team player, ever since I was in grade school and got involved in team sports. I know that being cooperative, open minded, and focused are important aspects of being a successful team member, and I pride myself in having those qualities. I enjoy to having other people around to bounce ideas off. I find that one person can say something that jogs your mind and prompts you to come up with a completely new creative thought or ideas. I enjoy that kind of experience as well as working individually.           



4.How do you handle private information?

When handling any confidential information, whether it belongs to a staff member or a customer, I closely follow company policy. I never copy or share anyone’s information unless necessary or required. 
I make sure that I never leave my computer unlocked while I am away from my workstation and never remove sensitive information from the workplace
I also make sure to shred documents before disposal. 
I will make sure that all the important and confidential physical documents are kept in a safe inside a locked room, with clear specifications regarding the people who have access to them.
I would also use special encryption software to protect the company’s documents from being viewed by anyone except the people with clearance to do so. I also never discuss patient details outside of the workplace to respect their dignity. I take confidentiality very seriously because I have a strong sense of integrity and respect for others. In school I studied the ethical code of administrative assistants, which also helped me fully understand the dire consequences of what can happen if the information is inappropriately disclosed. when using passwords to control access to confidential information, I must ensure that they’re both secure and changed regularly, making sure they are safe.    


5.How do you handle an angry client or costumer?
I always remain calm and try to listen to any customer’s or client’s concern or needs. even if a client is screaming at you down the phone or making a scene in the office, you’ve got to remain cool and collected. If you stop to their level of hospitality, you out your reputation on the line. you get your point across much clearer with a calm voice and stern demeaner. according to the (psychology of human interaction), people will often mirror the emotional signals you emit. When you’re angry, you’ll often rise out of someone ales. But if you’re calm you can often encourage them to be calm, as well. Listen to their concern, often a difficult client fells as though the process has run away with them, and they want to be heard. Simply taking the times to listen to their problems without getting defensive could be all that’s needed to solve the issue .as soon as a client raises an issue, make it priority to get it sorted out. when u do this, you validate the client. make sure your client understands that you’re focused on their problem. if I can’t resolve the problem, I’ll put them in contact with the appropriate department.        
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