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PROFILE 
 
Bermudian professional moving into the (re)insurance and international business sector, backed by BFIS re/insurance study 
(INS 2298) and several years managing confidential records, compliance reporting and stakeholder communication in 
deadline-driven, policy-governed environments across Bermuda and the UK. Brings a disciplined, detail-focused approach 
to documentation control, data accuracy and audit-ready reporting, with a proven ability to manage competing priorities and 
liaise across multiple stakeholders while maintaining confidentiality and meeting regulatory expectations. Seeking an 
underwriting assistant or operations-support role where precision, reliability and a strong service ethic add value from day 
one. 
 
 
CORE SKILLS & COMPETENCIES 
 
Technical Skills: Microsoft Office (Excel, Word, PowerPoint), Google Workspace, Zoom, AI-Assisted Productivity Tools, 
Data Management Systems, Digital Record Management 
 
Operational & Administrative Expertise: Policy And Process Compliance, Confidential Data Handling, Safeguarding 
And Risk Awareness, Workflow Coordination, Operational Reporting, Audit Preparation, Quality Assurance, Process 
Improvement, Documentation Control, Stakeholder Communication, Cross-Functional Collaboration, Service Excellence 
 
Data, Reporting & Analysis: Data Entry & Verification, Record Keeping, Report Generation, Compliance Reporting, 
Information Accuracy & Validation, Data Quality Assurance, Performance Tracking & Analysis, Trend Analysis, 
Monitoring & Evaluation Support 
 

WORK EXPERIENCE 
 
Physical Education & Pastoral Teacher                                     London, United Kingdom 
Bacon’s College                                    2023 – 2026 
 

• Managed confidential records and documentation for 200+ individuals, including minors aged 13–16, ensuring 
compliance with GDPR, data-protection standards and internal safeguarding procedures. 

• Maintained and analysed progress, attendance and welfare data to produce detailed reports for leadership and 
regulatory requirements, applying a disciplined approach to accuracy, follow-up and deadlines. 

• Coordinated daily communication between staff, families and external agencies, prioritising a high volume of 
correspondence to keep queries moving and information accurate. 

• Handled confidential and sensitive matters with discretion in a fast-paced, policy-driven environment, exercising 
sound judgement on when to resolve directly and when to escalate within established procedures. 

 
Operations & Administration Officer                                              Hamilton, Bermuda 
Bermuda National Cricket Board                                                                         2021 
 

• Maintained registration, attendance and expense databases, producing accurate reports and audit-ready 
documentation for board and funding reviews. 

• Supported daily operations and administration for a national sports programme of 150+ participants, ensuring 
activities ran on schedule and in line with programme guidelines. 

• Liaised with local stakeholders, sponsors and media partners to manage correspondence and streamline 
communication across departments. 

• Coordinated logistics and scheduling for national fixtures, maintaining compliance with health-and-safety standards 
and keeping events running to plan. 
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Physical Education Teacher                                                  London, United Kingdom 
Doncaster College                                    2020 – 2022 
 

• Maintained accurate attendance, assessment and progress records in line with academic and audit requirements. 
• Produced detailed reports and feedback summaries, collaborating across academic departments to keep 

documentation, timetables and course records accurate and submitted on schedule. 
• Developed and implemented structured assessment tools and individual plans supporting measurable progress toward 

recognised qualifications. 
 
Teaching & Administration Intern                          Walthamstow, United Kingdom 
Starbridge Academy                                    2017 – 2020 
 

• Provided administrative and operational support for 80+ students, maintaining digital and physical records used for 
internal reporting and stakeholder communication. 

• Supported colleagues in adapting materials and processes for diverse needs, developing precision and procedural 
discipline in a high-volume environment. 

 
 
EDUCATION, CERTIFICATIONS & PROFESSIONAL DEVELOPMENT 
                       
INS 2298: Special Topics in Re/Insurance                     2026 
Bermuda Foundation for Insurance Studies (BFIS) 
 
Qualified Teacher Status (QTS) & Postgraduate Certificate in Education (PGCE)                            2022 
 
BSc (Hons) Sports Science & Coaching Psychology                                2020 
Doncaster College 
 
High School Level 3 Diploma (including BTEC Sport and Physical Education)                 2017 
Great Baddow High School 
 
Additional Certifications: Safeguarding & Child Protection (Level 2/3), First Aid in Education 

Relevant Degree Modules: Research Methods, Statistical Analysis, Performance Analytics, Psychology of Human 
Behavior, Leadership & Communication 
 
Chartered Property Casualty Underwriter (CPCU) 
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ADDITIONAL EXPERIENCE 

Millwall FC Academy – U16 Player | London, United Kingdom 

• Developed teamwork, discipline and resilience within a professional academy environment, working 
collaboratively toward shared performance goals. 

• Demonstrated commitment, professionalism, and the ability to perform under pressure within a highly competitive 
team environment. 

 


