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Ambitious Executive Assistant and Sales & Marketing Coordinator with over ten years of progressive experience providing comprehensive high-level support to sales and marketing executives.
Thrives in a fast-paced, high-stakes environment, maintaining composure while prioritizing and managing multiple deadline-driven projects.  Creative and highly analytical problem-solver.  Exhibits the independence and reliability to make sound decisions.  Provides an unmatched level of customer service; poised in interactions with executives, managers and clerical staff.  Flawless record of maintaining confidentiality.  Embraces and easily adopts new technology.
KEY QUALIFICATIONS
· Complex Business Travel Experience.  Creates highly detailed itineraries for domestic and international travel.  Predicts and manages travel disruptions and last-minute modifications.  
· Comprehensive Business Event Planning.  Plans and manages on- and off-site events with 10 to >300 attendees. Venue selection, A/V requirements, catering, and vendor negotiations; ensures adherence to budget guidelines. 
· Executive Assistance.  Tracks special occasions for executives; suggests and purchases gifts for customers, employees, business partners and personal contacts.  Identifies and recommends new ways to improve executive’s efficiency.  Coordinates home and auto repairs, dry cleaning and car washes.  Completes expense reports and account reconciliations. 
EXPERIENCE
Affinia Global Chassis/BPI LLC   McHenry, Illinois				   	            	          January 2006 – November 2014
	Executive Assistant / Sales & Marketing Coordinator	          			     December 2008 – November 2014  
· Created and prepared correspondence and complex PowerPoint presentations.
· Developed and maintained spreadsheets for departmental budgets.
· Input and tracked monthly departmental budgets.
· Prepared expense reports and reconciled departmental credit card statements.
· Coordinated domestic and international travel arrangements.
· Organized kickoff meetings for sales and marketing teams to discuss new product launches and promotions.
· Brought together teams to brainstorm and move forward with newly implemented ideas.
· Worked with creative design team to produce flyers and brochures for new programs.
· Worked hand in hand with print production team.  Once design work was approved, would meet with printers to proofread, discuss paper quality, quantities to be printed and distribution upon completion.
· Tracked all projects with calendar management with continuous follow-ups.
· Organized all activities for national sales meetings.
· Tradeshow and event management
· Updated, improved and maintained trade show booths.  Coordinated all aspects for trade shows including literature, catalogs, product, giveaways, and photography.
· Assisted with materials and budgets.
· Planned and organized many large-scale events involving executives, celebrity race car drivers, employees and customers.
· Loyalty program development & management.
· Coordinated and managed inventory of sales, marketing and promotional themed items ensuring materials stay within budget.
· Developed and met scheduled timelines.
· Ensured timely delivery of materials.
· Effectively communicated programs and promotions to field sales team.
· Managed purchase orders and invoice processing.
· Strong working relationship with sales leaders, sales team members, product group, customer service, and suppliers.
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EXPERIENCE (CONTINUED)
 Affinia Global Brake & Chassis								       January 2006 - December 2008
	Business / Marketing Administrator	
· Managed the marketing department’s budget while processing invoices and purchase orders guaranteeing payments were made on time while ensuring that the department stays within the budget. 
· Oversaw senior executives calendars.
· Coordinated meetings, appointments and travel arrangements for department members to ensure all involved are satisfied with results.
· Maintained the company’s NASCAR and Racing School programs exceeding customer’s expectations with impressive outcomes.
Aksys, Ltd.   Lincolnshire, IL								   November 2004 - December 2005
	Executive Assistant
· Planned and organized medical conferences successfully meeting deadlines and customers’ needs.
· Arranged travel for senior executives and physicians quickly responding to the needs of urgent time lines. 
· Administered senior executive’s calendars and reconciled management’s expense reports to fulfill the individual’s requirements.
Barilla America, Inc.   Bannockburn, IL 							      January 2001 - November 2004
	Administrative Assistant
· Managed personal and professional calendars for the executive sales team while planning meetings to efficiently map out individuals schedules.
· Screened executive’s phone calls, mail and e-mail to ensure time was spent addressing company priorities.
· Oversaw departmental expense reports and reconciled the department’s credit card statements.
K-9 Kandy   Glenview, IL									              August 2001 - October 2011
· Founded K-9 Kandy.
· Developed dog treat recipes resulting in a healthy option for my dogs and for my customer’s canine companions.
· Manufactured product insuring natural, healthy and appetizing ingredients were priority.
· Displayed and sold treats on a weekly basis while acquiring a loyal, repeat clientele.
SOFTWARE
Windows, Outlook, Excel, PowerPoint, Word, Lotus Notes, Concur Corporate Travel and Expense Reporting

EDUCATION
McHenry County College   McHenry, IL								                        Continuing
· Various Microsoft Office classes
Oakton Community College   Des Plaines, IL								
· Assorted computer classes
Arlington Academy of Beauty Culture   Arlington Heights, IL				                                November 1989
· Cosmetology license


