Katherine K. Leising
14242 East Hawaii Circle, Aurora, CO 80012, (720) 635-0202, KKLeising@yahoo.com

QUALIFICATIONS
· Anticipates needs and relieves executives of administrative tasks, exercises discretion and maintains confidentiality
· Strong organizational and time-management skills with proven attention to detail, quick learner, adapts to change while managing multiple, competing priorities in a fast-paced environment with minimal supervision
· Takes initiative, demonstrates problem-solving and decision-making skills, self-motivated, streamlines processes
· Experienced with budgets, On-Boarding and Personnel Action Forms software, training and supervising personnel
· Coordinates departmental moves within the same facility and from facility to facility
· Well-developed verbal and written communication skills with excellent math, spelling and proofreading abilities, good customer service skills, familiar with operation of all common office equipment, typing speed of 70 wpm

TECHNICAL SKILLS
Microsoft Office 2010 and 2003, Microsoft Visio 2003; SharePoint, Concur and SumTotal Expense Reporting, GetThere Travel, PassPort Portal J, On-Boarding, Business Objects, Mercury, Learning Management System, and Adobe Acrobat

PROFESSIONAL EXPERIENCE
MARK RESOLVE, INC. – Littleton, Colorado			             December 1, 2014 – January 28, 2015
Executive Administrative Assistant (temp position)
· Supported the Owner/Vice President with the coordination of multiple calendars, answered and directed all incoming phone calls, processed expense reports/timesheets, ordered office supplies, and distributed mail
· Arranged travel on commercial and private air craft; reserved hotels and ground transportation; created Travel Itineraries to include confirmation e-mails, meeting locations, and MapQuest directions
· Entered timesheet and expense information into multiple Excel spreadsheets and created monthly invoices in Word using such spreadsheets; corrected format errors
· Processed payments upon receipt and tracked information in multiple spreadsheets to ensure accuracy between all spreadsheets; updated formulas
· Printed all incoming e-mails and their respective attachments (drawings, plans, specifications, legal proceedings, etc.) for the vice president; downloaded documents received from clients using DropBox; organized and assembled data from several on-going legal projects
· [bookmark: _GoBack]Also assisted the President and two Senior Consultants located in New Jersey and Colorado with various administrative tasks

XCEL ENERGY – Denver, Colorado					            January 2001 – February 2014
Administrative Assistant III
· Supported Manager of Field Safety, Safety Supervisors, Field Safety Consultants, Technical Training Apprentice Coordinators, Ergonomists and Administrative Assistants with various administrative needs including maintaining multiple calendars, scheduling meetings and conference calls, reserving and setting up conference rooms, answering and screening incoming calls, processing expense reports, timesheets, and invoices, ordering catered meals for lunches and special occasions, ordering office supplies, distributing mail, and creating e-mail distribution lists
· Assisted the Director of Safety with formatting high-quality PowerPoint presentations for quarterly Executive Safety Committee meetings, preparing reports for quarterly report card, and submitting monthly injury reports to 7 IBEW Local Union Business Managers
· Arranged travel on commercial and corporate air craft, reserved hotels and ground transportation
· Scheduled and participated in team events, departmental meetings, semi-annual organizational meetings, quarterly safety meetings, and annual safety conferences
· Set-up contracts, processed invoices, assisted HR with new hire and on-boarding paperwork, worked with Security and IT  to ensure new employees received computer equipment/software, security badge, and corporate credit card
· Successfully entered safety compliance training attendance rosters for all 8 states into the Learning Management System, simplified scanning process to electronically save all rosters, and ran specialized reports
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· Accurately updated Managing Multiple, Incident Analysis, and OSHA Recordable Injury spreadsheets
· Prepared monthly Safety Compliance Training, Safety Trending, and Risk Behavior reports
· Assisted Behaviorism Safety Team with ordering 3 different types of year-end safety awards within a short period of time, assisted Injury Prevention Team with administrative tasks and took notes at monthly meetings

Administrative Assistant IV
· Supported VP of Safety, Training & Security / VP of Workforce Relations & Safety with monitoring e-mails and maintaining multiple calendars, scheduling meetings and conference calls, reserving and setting up conference rooms, answering and screening incoming calls, processing expense reports, timesheets, and invoices, ordering catered meals for lunches and special occasions, ordering office supplies, distributing mail, and creating e-mail distribution lists
· Assisted the Director of Enterprise Continuity & Public Safety with administrative duties associated with the Executive on Call program which included working with the various Administrative Assistants and the Security Operations Center, polished PowerPoint presentations for semi-monthly Executive Steering Committee meetings, and scheduled such meetings with respective upper management executives
· Assisted the Director of Diversity with an off-site diversity meeting for over 100 attendees
· Arranged travel on commercial and corporate air craft, reserved hotels and ground transportation
· Scheduled meetings between C-level / senior level executives and the 7 IBEW Local Union Business Managers, scheduled semi-annual organizational meetings which included working with speakers, caterers, hotels, audiovisual personnel and travel agents, scheduled in-person and web/videoconference meetings with department leaders for business planning purposes, and organized 3 webinars in 40 locations throughout 8 states for over 100 safety employees
· Created high-quality PowerPoint presentations for delivery to the Board of Directors and Executive Safety Council meetings, word documents, databases, spreadsheets, organizational charts, budgets, and scorecards

Administrative Assistant IV
· Supported VP/Chief Risk Officer of Risk Management, Directors, Managers, and Supervisors with maintaining multiple calendars, scheduling meetings and conference calls, reserving and setting up conference rooms, answering and screening incoming calls for the VP, processing expense reports, timesheets, and invoices, ordering catered meals for lunches and special occasions, ordering office/first aid/kitchen supplies, distributing mail, and maintaining office equipment
· Arranged travel on commercial and corporate air craft, reserved hotels and ground transportation
· Created high-quality PowerPoint presentations for delivery to the Board of Directors, word documents, databases, spreadsheets, organizational charts, and budgets
· Scheduled annual department employee meetings which included working with caterers, hotels, audiovisual personnel, and travel agents
· Set-up contracts, processed invoices, managed confidential personnel files, scheduled interviews, assisted HR with new hire and on-boarding paperwork, worked with Security and IT  to ensure new employees received computer equipment/software, security badge, and corporate credit card

PROFESSIONAL DEVELOPMENT

7 Habits of Highly Effective People
STAR Achievement, Level I
Conference for Administrative Professionals
Women’s Vision Foundation Success Forum
The Essentials of Communicating with Diplomacy and Professionalism
Guide to Managing Employee Issues
Management Skills for Administrative Assistants and Support Staff
Promoting a Culture of Diversity and Inclusion Communication Feedback: Know Thyself (DISC)
Navigating LinkedIn

EDUCATION
Secretarial Certificate, Grand Island School of Business – Grand Island, Nebraska

COMPUTER TRAINING CLASSES
Microsoft 2010 and 2003 PowerPoint, Word, Excel and Outlook

