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	OBJECTIVE

Executive Assistant, Office Manager, Administrative Assistant


	

	
	
	
	
	

	JOB HISTORY/DUTIES

Executive Assistant

Morrison County
Little Falls, MN
Start Date: August 1979  End Date: January 2013
Functions: Confidential Assistant, Purchasing Agent, Governmental Clerk, Notary Public, Scheduling Assistant, Deputy Clerk to County Board



	

	
	
	
	
	

	EDUCATION

DEGREE:     High School Diploma


Major: General
Little Falls Community High School, MN 



	

	
	
	
	
	

	LICENSES/CERTIFICATES/ADDITIONAL TRAINING

Various Educational Topics


Various Educational Institutions Mn
Courses; Supervision, Organizational Seminars, Event Preparation, Microsoft Courses,

Management, Personnel Records and Procedures, Inventory Control, Time Management, Positive Outcomes and Procedures, etc.


	

	
	
	
	
	

	ADDITIONAL SKILLS

Very self motivated person who looks forward to a challenge.  Has handled very complex and very public issues.


	

	
	
	
	
	

	NOTES AND ACTIVITIES

SUMMARY: Energetic, self-motivated Assistant with a vast diversity of experience in executive level management.  Creative, flexible and motivated individual with excellent interpersonal communication abilities.  Proven organizational and planning expertise.  Excellent customer service skills.  

Qualifications:     Management. Ability to work effectively with clients/customers. Excellent verbal and written communication skills. Maintain/create confidential information. Outcome driven, results oriented. Problem solver. Computer literate. Ability to manage project implementation and completion  Good negotiation skills. Experienced in creating and implementing new programs/policies


	


