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PROFESSIONAL PROFILE

Skillful and dedicated Administrative Professional with extensive experience in the coordination, planning, and
support of daily operational and administrative functions. Detail oriented, resourceful and able to produce exemplary
results on multiple, simultaneous projects with tight deadlines. Self-starter with the ability to analyze business office
operations and recommend strategies to improve performance.

Ability to think a process through, anticipate next steps, and independently and efficiently complete necessary tasks
without direction. Maturity and confidence to team with all staff levels. Expert level in MS Office software including
PowerPoint, Project and Visio.

PROFESSIONAL EXPERIENCE

Senior Project Assistant/Administrative Manager - Woodard & Curran, Portland, ME 2007 to July 2014

Provided wide-ranging administrative support primarily to two senior vice presidents, four project managers, and four
technical staff. Prepared monthly performance reports (proforma, employee utilization, and project performance) for
business segment and service line managers. Supported the invoicing process, including: preparing summary of
services provided; reviewing budget status, billing rates, and contract invoicing requirements; acting as go-between
with project manager and accounting department; and assisting in the collection of accounts receivable.

Compiled project deliverables and reviewed and edited for readability, grammar, and format while integrating multiple
documents from different sources. Assembled and produced proposals, qualifications packages, specifications,
sophisticated reports, and presentations using company branding standards. Utilized the Deltek database to update
and extract employee resumes, qualifications, and project/marketing descriptions, assisted project managers with
writing and updating project profiles along with staff resumes.

Responsible for the development, succession, and retention of administrative staff. Directly responsible for bi-annual
performance reviews, promotions, compensation recommendations, and personnel development plans for seven
Administrative staff. Provided multi-day training to all new Administrative staff (14 employees trained to date) and
refresher training to current staff. Created and compiled training documents into an Administrative Training Manual.
Instrumental in creating company-wide Administrative Career Path. Coached new employees of all levels on
deliverable standards.

Made travel arrangements, organized meeting set-up including room layout and equipment, ordering and arranging
food, etc. Coordinated activities of visiting off-site personnel and clients. Prepared materials for executive meetings,
including Board of Directors meetings. Planned annual Group Outing and Group Dinner encompassing over 100
employees at six offices.

Senior Administrative Associate - AARP, Harrisburg, PA 2005 to 2007

Provided high-level administrative support to State Director and seven Associate State Directors to give our 1.8
million Pennsylvania members and volunteers the service they expect from a nationally known non-profit company.

Coordinated mailings in the state office, maintained databases, and prepared reports for use by the State Director
and staff. Prepared flyers, news releases, direct mail pieces, letters, memos, presentations, and training materials
with minimal directions or draft format. Created and/or coordinated large-scale communications or printing projects
such as volunteer newsletters, program/issue materials, or presentations. Worked closely with volunteers and staff
on electoral and legislative activities. Set-up vendor services and created purchase requisitions for supplies and
services.
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Coded and maintained expense statements for adherence to payment guidelines. Served as liaison to the
Accounting Department at the national office for payroll and vendors and ensured timely processing and payment on
all invoices for the state office.

Maintained business relationships with local vendors and national partners. Provided assistance on arrangements of
meetings, rallies, and events, including developing flyers and executing zip code mailings, troubleshooting, and
problem solving. Served as the state office meeting planner including all logistics, negotiating contracts, catering, and
hotel bookings. Prepared and distributed materials for meetings.

Sole support for yearly nine month long state-wide Walking Program that involved over 1200 participants. Created
extensive database, handled participant inquiries and mailed project materials.

Secretary - JBC Associates/Urban Engineers, Mechanicsburg, PA 2003 to 2005

Served as Secretary for six Construction Managers and three Construction Inspectors of construction management
firm.

Created correspondence to the Pennsylvania Department of Transportation during a large highway construction
project, answered phones, handled mail, retrieved and processed confidential reports from the Pennsylvania State
Police.

Executive Assistant - NetComm Solutions, Mechanicsburg, PA 2000 to 2002

Began as a Project Coordinator handling small to mid-size projects. Transitioned to Executive Assistant to Vice
President of Enterprise Solutions Group.

As Project Coordinator, supported eight technicians during installation of computer equipment in over 100 District
Justice offices across Pennsylvania. The project involved hotel arrangements, mapping and scheduling as well as
database administration and customer support.

Transitioned to Executive Assistant to the Vice President responsible for VP calendar and correspondence; ordered
office supplies, tracked staff leave usage, created and generated production reports and acted as liaison between
clients and the VP.


