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952-212-9938

VickiSchmid1@yahoo.com
PROFESSIONAL PROFILE
Seasoned professional with 15 years of Senior Executive Assistant experience offering a wide range of expertise in customer care, internal and external relationship building, team leadership, human resource functions and process development.

Qualifications and strengths include:

· Dedicated and focused, able to prioritize and complete multiple tasks and follow through to achieve project goals.

· Exceptional verbal, written and interpersonal communication skills at all organizational levels.

· Customer service, sales support, communication management and leadership in diverse settings.

· Well-developed ability to assess situations, makes sound decisions, and negotiates win-win solutions.

· Unquestioned integrity along with personal and professional commitment to meeting high quality expectations.

CAREER EXPERIENCE
CoBank/Farm Credit Leasing, Minneapolis, MN




           March 2009 to Present

Administrative Assistant to the VP of Credit, Asset Management &Special Assets
· Calendar maintenance and travel for VP and Supervisor of Asset Management and Special Assets.
· Schedule team meetings, provide agendas and presentations.

· HR – manage all on-boarding documents for new hire including orientation. 
· Timely process sales requests for the Eastern Region Sales Team.

· Plan sales meetings, round-table and other special events as needed.

· Manage office maintenance with landlord including re-modeling entire office.
· Properly maintain numerous monthly reports for VP,
· Actively participate in daily meetings and one-on-one meetings.
· Business Unit Liaison for entire company.

· Manage the Business Continuity Plan maintenance process for all departments.

· Order all office supplies for all departments. 

· Properly handle and complete all other job specific responsibilities throughout the year.
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Indy Mac Bank, Chaska, MN (American Home Mortgage)                                                  Aug 2005 to Jan 2008

 Executive Administrative Assistant to the Vice President and Regional Manager

· Provided executive level administrative support to the Vice President and Regional Manager including high level travel arrangements and calendar management.

· Planned and facilitated numerous successful special events including quarterly out of state meetings, luncheon seminars and other corporate yearly events.  

· Processed monthly expense reports reflecting supporting documents and budget codes.

· Played a vital role in the transition of the two companies which included working with all regional upper management. Traveled out of state for 10 day’s to ensure transition was smooth.  

· Liaison between all impacted managers and departments to ensure proper communications and reporting practices.

· Worked with facility director with opening 3 new branch offices. Assisted in all aspects of managing capital purchases, direct vendor relations, generated and maintained equipment tracking records. 

· Processed weekly reports including employee roster, organizational chart, management agendas and employee payroll tracking. 

More Than Marketing, Minnetonka, MN                                                                              Jan 2004 to June 2006

 Vice President/Co-owner - Distributor of Trophies/Awards/Promotional Items and Specialty Clothing 

· Managed all aspects of internal operations including, purchasing, payroll, employee benefits, insurance billing disbursements and financial statements.

· Coordinated start up business.

· Coordinated marketing functions with sales team as well as actual sales.

· Hiring of staff, leasing documents, compliance, securing clients and office set up.  

Hometown Mortgage, Chaska, MN





                          Jan 2001 to Jan 2004

 Receptionist/Client Specialist – Promoted to Client Specialist after 3 months.
· Responsible for the provision of an efficient and effective reception area and for administrative support to other staff as directed.

· Coordinated office services such as purchasing office supplies, ordering catering when needed and maintained office equipment (computers, fax machines, printers, photo-copy machine and telephone system.

· Composed routine correspondences, reports, forms and other materials.

· Set up a customer service department to ensure all customer inquiries were handled in a professional manner.  

· Demonstrated strong oral communication skills including ability to listen to and interact with a diverse group of people.

· Efficiently exercised good judgment to prioritize work and be extremely detail oriented and very meticulous with paperwork.

COMPUTER SKILLS

Proficient in Microsoft Office Suites including Word, Excel, Outlook and Power point. 

QUALIFICATIONS

Experience in working in a finance/banking environment as well as completion of attending seminars/courses related to Administrative Assistants.  
