
Bibiana 
Quinones
Multilingual with a BA de-
gree, C-Suite Executive Assis-
tant & Project Coordinator with 
strong interest and passion in 
Human Resources – Undertak-
ing CIPD L5 People & Manage-
ment.

London, UK

Bibiana is Available to work

View pro:le on Dweet

Links

LinkedIn

Work Preference
LocationO Fpen to relocate

PatternO Fpen to yull-time work

Emplo(mentO Permanent Positions

Skills

Event Coordination )Advanced…

Budget Administration )Intermediate…

Executive Administrative Assistance )AdT

Advertising )Intermediate…

Marketing )Intermediate…

Spanish )Advanced…

Italian )Advanced…

Nravel Arrangements )Advanced…

Calendar Planning )Advanced…

Expenses )Advanced…

About

Multilingual with a BA degree, C-Suite Executive Assistant & Project Coordinator 
with strong interest and passion in Human Resources – Undertaking CIPD L5 People 
& Management.

BRAWDS fFRKED fINH

Aomrc – Academ( oG Medical Ro(al Colleges Avon Cosmetics JKW Automotive

+ohnson & +ohnson Md&d Rogers Stirk Harbour | Partners

Nhe Coca-Cola Compan(

Experience

(C-Suite) EA to Chief Human Resources & HR Project 
Management
JKW Automotive 2 Sep 010• - Wow

’�Provided EA support to the ChieG Human Resources FQcer, including 
Gull inbox and diar( management, expenses, travel arrangements, visas, 
leasing with EA/s & Stakeholders globall(.
’�HR Projects Management such as Values & Behaviours and the Under-
graduate Programme.
’�NransGerring all emplo(ees into Fracle Learning with Nraining Sessions, 
7&A sessions, and email support.
’�Frganised Jlobal HR Meetings, providing oQce announcements, staz 
updates Gor the CHRF, holida( approvals, timesheets, sicknessqabsence 
management and compan(-wide events )Christmas parties, awa( da(s 
etc….
’�Managed and control Jlobal HR budget monthl( with the HR Leader-
ship teams and yinance.
’�FQce management duties Gor the London H7 including Gacilities, 
Health & SaGet(, and suppliers.

(C-Suite) EA to the COO & Marketing Project Manage-
ment to Innovation
Avon Cosmetics 2 Fct 01•6 - +ul 010•

EA Responsibilities
’�Inbox and complex diar( management across dizerent time “ones and 
Board meeting preparation. 
’�Arranged international travels including Gull logistics and booking oG 
transport, accommodation, visas application.
’�Management oG SAP and Concur platGorms to process expenses and 
PF/s. 
’�Supporting the CFF with event planning, project management and 
taking ownership oG ke( initiatives.
’�Attended ke( meetings and track Gollow ups and deliverables Gor the 
CFF.
Marketing & Sustainabilit( Project Management
’�Managed Avon/s products displa( in the London Corporate oQce.
’�SuccessGull( completed the internal Digital NransGormation Nool 
course. )Management oG all Avon Digital Nools….
’�Sustainabilit( Champion support to gain B-Corp certi:cation. Carried 
out ad-hoc research, compan( surve(s and internal awareness cam-
paigns which assisted Avon to reach this goal.
HR Responsibilities
’�Management oG highl( con:dential HR recruitment processes.
’�Fnboarding new staz )IN e”uipment, premises guidance, relocation 
process…, Health & SaGet( policies.
’�Coordinated and maintained records oG the Jlobal CFF/s direct reports 
annual leave.

https://www.dweet.com/
https://www.dweet.com/consultants/qlm3zyTH3
https://www.linkedin.com/in/bibiq10/


Stakeholder Relations )Advanced…

Logistics Management )Advanced…

Human Resources )HR… )Intermediate…

Languages

English )Wative…

Spanish )Wative…

Italian )fork Pro:cienc(…

(C-Suite) EA & Lead for "The Design Machine" Marketing 
Platform
Nhe Coca-Cola Compan( 2 +an 01•; - Fct 01•6

EA Responsibilities
’�Assisted three E-Commerce Directors with complex diar( and travel 
management across dizerent time “ones. 
’�Frganised the Coca-Cola EU e-commerce market visit in Berlin Gor 51 
international guests including arrangement oG venues, accommodation, 
hospitalit(, and 3ights as well as liaising with all EU oQces.
’�Handled highl( con:dential documents and correspondence.
’�Coordinated global meetings, team budget and prepare board docu-
mentation.
’�Supported external senior members when visiting London.
’�As a member oG the 9Jreat Place to forkL social events Committee, 
assisted the planning oG corporate events including Christmas, Summer 
parties and the compan( •51th Anniversar(. 
Marketing Project Management
’�Liaised with Marketing departments, keeping the Neam updated on 
projectsqcampaigns and ensuring alignment. 
’�Nranslated marketing materials on an ad-hoc basis )Spanish – English…, 
saving companies/ costs and time. 
’�Activel( sought and successGull( took on the lead oG the marketing plat-
Gorm the 9Design MachineL Gor the festern Europe Business Unit com-
prising oG •0 countries. Managed the marketing assets oG all Coca-Cola 
brands contained in this platGorm and provided brand managers with 
content relevant to re”uirements. Delivered training to new staz and 
marketing agencies which ensured accurate usage oG the platGorm/s 
Gunctionalities and content.
HR Responsibilities
’�felcomed and set up new team starters with IN e”uipment, welcome 
packs, personalised detailed agendas Gor the da(qweek, ensuring a time-
l(, organised onboarding process, Gacilitating associates start.

Senior Creative Partner & Architectural Project Coordi-
nator
Rogers Stirk Harbour | Partners 2 +an 01•5 - +an 01•;

’�As a Project Coordinator and EA to a Creative Design Partner, con-
tributed to :ve major international projects at dizerent stages oG de-
velopment and kept regularl( updated architects and clients through 
dizerent means, including management oG internet-based Architectural 
platGorms to maintain records oG projects. 
’�Challenged with a dizerent wa( oG working and new technical termi-
nologies speci:c to the industr(M proactivel( sought training Grom the 
architects and gained an understanding oG the Gunctioning, stages and 
complex processes involved in architectural projects. 
’�SuccessGull( coordinated international clients and consultant teams 
dail(, demonstrated signi:cant interpersonal skills and natural interest 
in the architecture q design world, plus worked under pressure and com-
plied with strict projects deadline. Nhis built strong business relationships 
with internal and external stakeholders and developed signi:cant project 
and process management skills.
HR Responsibilities
’�Contributed to the oQce move in London b( archiving architectural 
material, coordinating all teams, assisting with logistics and third-part( 
bookings. Fnboarding new Architects, holida(s & sickness tracker.

(C-Suite) EA to Chairman & Marketing /Project Coordina-
tor
Aomrc – Academ( oG Medical Ro(al Colleges 2 +an 01•N - +an 01•5

EA to Finance Director (LATAM) & Marketing/Project Co-
ordinator
+ohnson & +ohnson Md&d 2 +an 0116 - +an 01•0



Education & Training

•OON - •OOO University Jorge Tadeo Lozano
BA )Hons 0O•…,  Advertising & MarketingM Postgraduate Diploma in Mar-
ketingM

•OON - •OOO Universidad Jorge Tadeo Lozano
BA , Advertising & Marketing


