LEANNE NORRIS

1672 Crestview Lane, Erie, CO 80516

303-988-5547

Leanne@NorrisInfo.com
COMPUTER SKILLS:

Microsoft Word, Excel, Power Point, Outlook, OpenOffice, and various other software programs.

EXPERIENCE:  

Executive Assistant









Kiewit
Companies








09/98 – 08/2003

Supported the Project Manager on the I-25 transportation expansion project (T-REX).  In charge of final revisions of all correspondence sent to the Owner.  Prepared weekly management meeting reports and monthly management coordination meetings.  Coordinated in-house and safety presentations.  Set up outside meetings, travel, and functions. Assisted Corporate Lawyer with legal documents and correspondence as necessary. Tracked monthly gas usage for the Project. Responsible for coordinating emergency plans for the entire corridor. Assisted Project Safety Manager and Field Safety Supervisors. Assisted the Business Manager with various projects.


Provided administrative support to Program Manager and Safety, Training & Environmental Manager of the Level 3 Communications build-out. Responsible for recording all worker’s compensation, utility strikes, general liability, and automotive insurance claims for the nationwide fiber optic cable project.  Clarified, followed up, and corrected claim information and distributed to 15 area offices on a weekly basis. Coordinated national safety meetings. Customized and prepared statistics, reports, and presentations for all area offices.  Qualified to train Burlington Northern railroad safety courses.  Scripted safety videos and assisted with voiceovers and editing.  Updated various manuals and converted to electronic format.  Performed miscellaneous support functions including travel arrangements, expense reports, ordering supplies, etc.  Organized and managed multiple company functions for 200-400 employees.   

Inside Sales


Delltron Company








03/98 – 08/98


Assisted with inside sales for an electro-mechanical manufacturers representative. Responsible for data entry of all account transactions and database maintenance. Completed general office duties. 

Office Manager


Manufacturers Marketing Corporation





06/94 – 02/98


Responsible for day-to-day operations of an eight-person manufacturers representative agency covering seven states.  Responsible for writing quarterly newsletter.  In charge of all printing, promotions, insurance, mass mailings, and information on website. Managed sales commission allocations, prepared and completed bank deposits.  Assisted President with acquisitions, terminations, manufacturer relations, employee training, and trade shows.  Completed inside sales, quotes, correspondence, and reports.  

EDUCATION:    Studied Business Administration and Psychology at the University of Northern Colorado 



    GPA: 3.42/4.0

