CURRICULUM VITAE

NAME:
NICOLA WARRAN
ADDRESS:
36 Brangbourne Road 

Bromley


Kent, BR1 4LH
TELEPHONE NO:
020 8698 8725
MOBILE NO:
07958 316419

EMAIL:
nicola.warran@outlook.com 
DATE OF BIRTH:
10 June 1971

EDUCATIONAL DETAILS:
1982-1989


Hayes School, Kent

QUALIFICATIONS:
‘O’ Levels


Maths 


B


English Language

B


English Literature

B


French


B


German


B


Geography


B


History


C


Biology


C


Economics


C


‘A’ Levels


English


D


Sociology


D
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CAREER HISTORY:

2003-Present:
I have been self employed for the past 19 years working as a Reflexologist and therapist plus I run a successful Digestive Health clinic.  
April 1999 –August 2003 
EQUITAS LIMITED

33 St Mary Axe


London, EC3A 8AA

Position in Company:
PA/Secretary to Head of Claims Department

Group Co-Ordinator

I was PA to the Head of the Non-APH (Asbestos, Pollution, Health Hazard) Claims Department of Equitas.  

As well as the PA duties that I undertook for the Head of the Department I also worked, along with another secretary, for several Account Managers and their teams.  This involved extensive client liaison, producing reports, presentations, monthly reports and Board reports, along with general day to day correspondence, emails and faxes.  


I undertook all necessary travel arrangements for the department including booking flights, hotels, arranging their itineraries and organising currency and taxis. 


I processed the Department’s expenses and petty cash, checking off all invoices and organising cheque and purchase requisitions to the Accounts Department.   I also organised catering for the department, meeting rooms and overseas and local couriers.


I maintained the Department’s budget spreadsheet which involved monitoring the expenditure on their corporate credit cards and sterling and business travel expenses, broken down for each Department.  
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As Group Co-Ordinator I was also responsible for keeping accurate sickness/headcount/ holiday records for the department and reporting these to Payroll and H.R. on a monthly basis.

Reason for Leaving:
Equitas was set up to run off pre-1992 Lloyds claims and as the book of business became smaller I took redundancy to start a family.
April 1998 – April 1999
BATEMAN CHAPMAN LOSS ADJUSTERS


28 Lime Street


London


EC3M 7HR
Position in Company:
I was Personal Assistant to a Director who specialised in non-marine commercial loss adjusting, particularly in the oil, gas and petrochemical sectors.
He travelled extensively so my role involved arranging all his travel requirements, liaising with foreign clients, setting up meetings, producing presentations as well as day to day secretarial tasks.

March 1990 to April 1998:
PHOENIX ELECTRICAL COMPANY LTD

(Electrical Contractors)


Yeoman House


63 Croydon Road


Penge, London


SE20 7TS
Position in Company:
Senior Secretary
I was Senior Secretary to two Directors and eight Project Engineers, both office and site based, working in a highly pressurised environment and constantly working to deadlines.



 

