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____________________________________________________________________________	    
SUMMARY

[bookmark: _GoBack]I am a highly dedicated Administrative Professional with solid experience in coordinating, planning and supporting daily operational and administrative functions for executives.  I am able to understand business conditions thereby enabling proactive identification of goals, managing priorities, and resolving issues in their initial stages. Expert at developing and maintaining administrative processes that reduce redundancy, improve accuracy and efficiency, and achieve organizational objectives.  Unique experience supporting international and virtual organizations. Truly care for both the business success and personal success for those I support.
Areas of Expertise
· Global travel planning, management & care
· Multi-time zone calendar management and prioritization
· Payroll including time reporting and reconciliation
· Budget Management
· Expense reporting accuracy validation & problem resolution
· Organizational purchasing coordination, supervision and vendor management
· Organizing & running large business meetings/conferences
· Proficient with Microsoft Office, including Outlook, Word, Excel and Powerpoint
· Web-based applications
· Variety of HR systems including SAP
_________________________________________________________________________________
PROFESSIONAL EXPERIENCE

Executive Assistant	Avaya, Westminster Colorado			2000 – 2013				
Provided executive support to a Vice President and Senior Director in the Global IT organization.  Supported the Global IT Compliance & Security organization and Directors in Research and Development organizations located in multiple locations. 
· Managed calendars, scheduled meetings, travel arrangements resulting in 20% savings of time. Monitored their schedules so they could focus on more urgent tasks.
· Managed an $8.5M budget for organization.  Tracked all expenses and reconciled errors. 
· Processed, tracked and resolved issues with expense vouchers and purchase orders.
· Consultant on a wide range of administrative and Avaya policy and procedures for associates and managers.  Initiated where needed to resolve issues and problems.
· Successful event coordinator for organization having planned and executed events for both employees and customers, resulting in improved employee and customer satisfaction.
· Coordinated office space needs for all of Denver IT organization.
				
Executive Coordinator	Lucent Technologies, Westminster, Co.		1996 - 2000	

Salary Administrator	Lucent Technologies, Westminster, Co.		1995 - 1996			

