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Personal Details
Full name			Lauren Nancy Taylor-Arenz
Identity number 		810809 0097 083				Status 		Married				            Dependants			3 					Contact details 	062 520 8839	
Languages			English (1st) and Afrikaans (2nd)		Drivers licence	yes
Email 				laurentaylor09@yahoo.co.uk		

Administrative management and support ˚Multi Project/Management/ Administration ˚ Financial Administration 
˚Customer Service ˚ Process Improvement & Analysis ˚ Database Management and Communication Initiatives ˚ Correspondence Creation, Editing and Tracking  ˚ Event & Presentation Coordination ˚ Transport and depot management ˚Operational management and co-ordination˚ Supply Chain Management & Procurement ˚Training and workshops ˚General HR functions
Employment Experience and Skills
May 2017 – to date (contract)                        Human Science Research Council (HSRC)                          HIV, AIDS, STDs and TB (HAST)
Senior Project Administrator/Assistant Project Manager – The spread of STDs, HIV, AIDS within the Transgender Communities
I organise the necessary team members and specializes in facilitating, reporting and analysing projects under the supervision the Project Manager and Unit Director
I oversee and perform administrative functions concerned with TG project on a National level. This includes calling contractors, making appointments, ordering supplies, doing site visits and preparing reports. I assist in accomplishing human resource objectives by shortlisting and interviewing candidates, ensuring that all training needs are met, enforcing policies and procedures, monitoring and processing of leave applications, processing of salaries and relevant additional deductions. The monitoring and management of petty cash as well as employee advances for field work. I work very closely with the project Financial Officer in order to ensure that we are within budget as well as to monitor all expenditure and minimise fruitless spending. I work hand in hand with the Project Manager/Director to ensure that all is on schedule and relook any changes for implementation. I handle all small projects assigned by the Project Manager.
·  Monitor and manage the site requirements and facilities. 
· Oversee the smooth and efficient operations of projects
· Prepare and monitor project budgets, expenditure, milestone, deliverables, contracts, claims and payments, correspondence and reporting on such 
· Monitoring of quality assurance and compliance
· Liaise with Support Services and respond to queries
· Managing travelling logistics
· Establish and manage project filing systems, inventory and procurement
· Ensure that infrastructure, equipment and services are available to ensure a high level of effectiveness and efficiency
· Arranging meetings, workshops and conferences
· Assist with preparation of project status reports
· Assist with any other project management related activities which may arise.

		        
SABSSM V Project Administrator	(WC and FS provinces)					
As assistant to the Project Director and Project Co-ordinators, I prepare comprehensive action plans, including resources, timeframes and budgets for projects. I perform various coordinating tasks, like scheduling and risk management, along with administrative duties, like maintaining project documentation and handling financial queries. To succeed in this role, I’ve had to learn and develop excellent time management and communication skills, as I am to collaborate with clients and internal teams to deliver results on deadlines. 
Ultimately, my duties are to ensure that all project requirements are complete in order for the project phase to be completed on time, within budget and meet the HSRCs high quality standards.
· Planning & scheduling resources for a group of projects
· Monitoring resource utilisation 
· Establishing and maintaining the project documentation library.
· Administrative functions are completed in accordance with established standards, policies, and procedure
· Management is appropriately informed of area activities
· Good communication and coordination exist with Company personnel. Assistance and support is provided as needed.
· Project and Legal documents, records, and reports are accurate, complete, prepared and filed in a timely manner
· Appointment of new field staff, preparing contracts, preparing salary and wage payments
· Assisting with meetings, travel and accommodation arrangements, events
· Facilitating workshops for new staff
· Paycard and bank card reconciliations
· Processing of monetary advances and per diems
· Database management
· Annual and sick leave monitoring 
· Contracts and Letters of appointments and assisting with general HR requests

April 2016 - May 2017 (contract)				               				      Mitsui Ocean Liners SA                                                                 
National Transport Planner
I was tasked with arranging all logistics requirements for the packing and planning for all export containers as well as the delivery of all import containers for all South African regions. This included ensuring all the operational protocols and requirements were met and adhered to. Ensuring all transporters assigned to the movements of these containers were timeously informed of the job requirements and that purchase orders and transport documentation were timeously provided. I managed the entire wool export shipments for the Eastern Cape, which required the managements of placements of empty containers, packing, collection and delivery to the terminal for export within then assigned vessel stack period. 
· Timeous dissemination of invoices and purchase orders to service providers
· Timeous sending of instructions to the relevant service providers
· Building and maintaining business relationships between the Intermodal teams and MOL stakeholders
· Client relation management and retention
· Ensuring that all Steri units (produce) are packed within the protocol in order to adhere to destination country health regulatory requirements
· Ensuring the correct containers are released by the depot as per shipments requirements
· Cost recovery for all futile costs incurred 
· Database managements and maintenance of all service providers and external parties
· Arranging Late Stack requirements for all containers packed out of the designated times allocated for export booking deliveries to the relevant terminal
· Ensuring that the relevant port and terminal authorities are sent the cargo information timeously as well as all other documentation required by the shipping line for import and export units
· Ensuring the timeous submission of cargo dues and manifests to Transnet Container Terminals for each region
· Process improvement and SOP creation

March 2014 – March 2016						                                          Pearson Holdings South Africa 
Project Co-ordinator (Editorial Assistant)		                       	                Pearson Education – Learning Resources: High School 
I was the editorial assistant to the Editors of all Language and Science subjects for Grades 08 to 12. I provide support to senior editorial staff in the administration of the commissioning, planning and production of publications. I ensure the processing and payment of financial invoices to our freelancers.  I handle all the administration for the Editors, as well as assist in training, scheduling and distributing work to other staff members, students, interns, casuals and temporary workers. In addition to the below daily tasks, I am the content manager and administrator for our departments internal webpage as well as backend site management and design.

Skills and knowledge acquired: Managing IP in Publishing, Content Management, Anti-Bribery and Corruption workshop, Right and Permissions in Publishing, Understanding and Improving efficacy, Content creation and production management, Copyright Law and Commercial agreements, e-Book and e-PDF publications

March 2012 to February 2014 (contract)					          Human Science Research Council Press
Office Manager / Administrator
I would and co-ordinate all of the administrative activities that facilitate the smooth running of the HSRC Press.
As office manager, I would carry out a range of administrative and IT-related tasks, I tasks vary from running the administrative side of the business as a sole administrator to project co-ordination and administration. I had the responsibility for ensuring that the office runs efficiently. 
· Develop and implement new administrative systems, such as record management;
· Recording office expenditure and managing the budget;
· Organising the office layout and maintaining supplies of stationery and office equipment;
· Organising meetings with staff - including typing the agenda and taking minutes
· Reviewing and updating health and safety policies and ensuring they are observed;
· Arranging regular testing for electrical equipment and safety devices;
· Attend conferences and professional development training;
· Meeting with senior managers to review office performance;
· Supervising the implementation of new office systems;
· Arranging for health and safety equipment to be tested on a regular basis;
· Provide executive level administrative support to the Publishing Director;
· Efficient diary and email management;
· General administrative support and office management;
· Organising meeting and conferences, Event logistics and coordination;
· General marketing of events and new publications;
· Maintaining a central filing system and electronic repository;
· General HR functions – contracts and payments of freelancers (domestic and international);
· Maintaining accurate cost records and cost breakdowns
· Journaling of all internal transactions to be processed, invoiced and recovered (in same financial year);
· Establish and maintain stakeholder database;
· Preparing Excel and PowerPoint presentations as required;	
· Demonstrated ability to improvise, improve procedures and meet demanding deadlines;
· Organise and coordinate the details of special events, workshops, focus groups, travel arrangements, corporate agendas and itineraries, diary, travel and meeting arranging and management;
· Liaison between all impacted departments and parties to ensure proper communication and reporting practices; and
· Provide financial reports, correspondence, merged mailings (budget vs. actual expenditure). 

Project Administrator - Economic Performance and Development
Planned and coordinated project schedules, budgets, and administrative tasks. Provided support to the project staff by facilitating project logistics such as meetings, conference rooms, conference calls, etc. I assisted in development of presentations. 
· Provide executive level administrative support to the Principal Investigator and Project Manager as well as the Senior Advisor to the President and CEO;
· Liaison between all impacted departments and parties to ensure proper communications and reporting practices;
· Coordinating the logistical needs and needs of new staff members;
· Providing financial reports, correspondence, merged mailings (budget vs. actual expenditure); 
· Ensure compliance with other corporate policies and guidelines (e.g. non-compete or non-disclosure policies.);
· Developing, reviewing and negotiating variations to contracts, programs, projects and services;
· Manage paperwork associated with contracts, programs, projects and services provided;
· Working with Project Managers and others to ensure that goals are met;
· Advising senior management on matters requiring attention and implementing their decisions;
· Overseeing work by contractors and reporting on variations to work orders;
· Preparing and reviewing submissions and reports concerning the organisation's activities;
· Collecting and analysing data associated with projects undertaken, and reporting on project outcomes; 
· Reviewing and arranging new office accommodation.

April 2012 to March 2014 (part time) 						         International Colleges Group (ICG)
Small Business Management Tutor 				        	          Correspondence course for INTEC, Damelin
Ensuring that students' academic needs are met is top priority. To provide appropriate learner feedback, support, educational advice and information where necessary.
· Evaluation of tutoring material and services;
· Help students with study strategies and techniques;
· Help students with subject content according to individual strengths;




October 2004 – October 2011	Western Cape Operations Facilitator                 		             AP Moller-Maersk Group
I helped manage and coordinate the diverse operation of the department of multi-purpose operations by providing coaching; ensuring the daily operation of the facility is coordinated with necessary resources, tools and staff. I compiled daily, weekly and monthly performance reports. Other duties assigned according to the department needs. I was responsible for delivering projects against agreed scope, budget, schedule and stake holder expectations. Other duties assigned according to the department needs. 

Equipment and Intermodal Management - Co-ordinator 
As an intermodal and equipment co-ordinator, I was charged with analysing delivery costs and recommending more cost effective methods of transportation. I assisted the Intermodal manager with rate negotiations through market research in order to negotiate contracts with outside transportation companies. I assigned drivers to routes, handle customer complaints, and investigate delivery issues. These may include damaged products and late or lost deliveries.                            	                             

Vessel Agent Assistant (additional function/responsibilities)    

Customer Care Co-ordinator (Exports)		   			                                                 Maersk Line International
Client Co-ordinator				   			                                                 Maersk Logistics (DAMCO)
1 Internal Sales
2    Import and Export shipments (FCL and LCL)
Other employment
Sanlam – Insurance and Investment: Policy and Process specialist (Feb 2002-Sept 2004)
Homechoice – Telemarketing and sales (2001-2002)
Direct Axis – Loan processing and vetting (2001)
Edgars Wynberg and Claremont –Sales assistant and cashier (1998-2000)


Education
2000-2003	                         	                                                                               	              South Peninsula Business College (False Bay)
National Business Management and Entrepreneurship Diploma
National Certificate N4/N5/N6 subjects:
Entrepreneurship and Business Management (major), Financial Accounting, Computer Practice (MS office etc)
Management Communication, Sales Management, Computer practice, Public Relations, Marketing Management (advertising, events & promotions), Personnel and Human Resource Management

(1995 – 1999)   National Senior Certificate subjects:					Norman Henshilwood High School  
English, Afrikaans, Geography, Physical Science, Mathematics, Computers

School of Shipping			2004 – Certificate in Clearing and Forwarding	
SAMTRA				2007 – Introduction to Maritime Studies
Lynda.com (accredited by LinkdIn)	Certificates 
Operations Management Fundementals, Business Administration and Management, Project Management, Strategic Planning

[bookmark: _GoBack]Other core competencies: Windows, Microsoft Office packages, Internet proficient, Bookmaster, Google mail and documents, Mac computer and programmes/Adobe Photoshop/InDesign/Visio, Starnet, Navis, Transnet Port Online, Lotus, WeShare, Dropbox, website and user access maintenance/eWorkflow/VIP/SAP/SAGE , Trello (basic)

References
Dr Allanise Cloete 	Transgender Project Director	                                                                                               acloete@hsrc.ac.za 
Dr Donald Skinner 	HAST Director								              dskinner@hsrc.ac.za Contact Number/s: +27 (21) 466 3344		                                   	  		          

Philip Verlaat – Team Leader MOL SA (currently IEC Area Manager)				Contact Number/s: +27 82 783 6884

Ms Kim Kannemeyer – International Colleges Group (ICG)					       Contact Number/s: 0747184329
Currently working at SACAP
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