Pauline Weyers
10742 Lewis Circle ● Westminster, CO  80021 ● Phone: 303-439-7448 ● Cell: 303-877-6074


SUMMARY OF QUALIFICATIONS
A highly organized administrative assistant with over 13 years’ experience providing thorough and skillful support to all levels of management and senior executives while prioritizing and completing multiple tasks to achieve goals.  
Computer skills: Microsoft Word, PowerPoint, Excel, Visio, Adobe Acrobat, and In-Design, Photoshop and Illustrator, Sales Force, Onyx, Survey Monkey, Box, Google Drive, WebEx.


PROFESSIONAL EXPERIENCE 
Training Coordinator – eLearning LMS – Hunter Douglas, Broomfield, CO 	June 2011 – Feb 2015
· Acted as the Learning Center representative to our external customers on the phone, in email, and at live training events like our National Sales Meeting.
· Managed dealers and fabricator’s training in the LMS including monitoring course completions, course evaluations, event registrations, and training program membership.  
· Worked daily via email or phone troubleshooting any issues clients were having with the online courses they were taking.
· Researched and created digital certificates that we could send out via email saving the department over $17,000.00
· Created all department Purchase Orders, following through the entire approval process, including making sure a copy is sent to the vendor as well as, ensuring invoices are submitted by vendor and A/P has paid them.
· Work with vendors and training managers on creation of indirect mail pieces, invitations, newsletters, workbooks, letterhead and support collateral, and other printed items as needed.
· [bookmark: _GoBack]Created shipping documents, inventory lists, ordering pallets, helping pack pallets and coordinating with shipping, marketing, and other departments for events being held nationwide including shipments to Canada.
· Created any marketing documentation necessary to support our eLearning initiatives, including bulletins and sell sheets.
· Distributed monthly learning newsletter with online email Marketing tool – Constant Contact to 12,000 customers.  
· Managed list of customers and organized the newsletters in online tool.  Maintained the newsletter metrics and sent them monthly to the Training manager and LMS manager.
· Developed online surveys using Survey Monkey to measure training effectiveness of programs and report results.
· Coordinated logistical information and confirmation letters for clients, attendees, speakers and vendors.
· Responsible for designing and developing the Event Management System and Onyx to meet needs of each unique program (Premieres, WebEx, etc.).  
· Worked directly with the Program Analyst if coding of either system needed to be done.
· Responsible for PayPal payments for eLearning and training events.  
· Ran and distributed monthly report to training managers and Accounting.  
· Confirmed credit card charges and followed up with customers regarding refunds, credit card declines, not sufficient funds and/or errors.
· Composed conference/review materials, including name badges, binders/hand-outs, signs, packets, attendee packets and other materials as needed for the attendees.

Sr. Administrative Support Specialist – Hunter Douglas, Broomfield, CO	Nov 2004 – June 2011
· Compiled monthly marketing reports, editing, proofreading and submitting marketing bulletins, editing and distributing monthly market intelligence reports, scheduled meetings, ordered lunches, filing, note taking.  
· Performed edits to Adobe documents such as Installation and Care Guides, Product Component Guides, and Price and Reference Guide.
· Created certificates and flyers and formatted monthly newsletter template in In-Design.  
· Responsible for sending out quarterly Supplier Report Surveys to campus-wide purchasing departments. 
· Compiled and entered results for purchasing to send on to suppliers.  
· Developed a more streamlined supplier survey report and way of compiling and entering results.
· Created a central Operations Binder “Google site” with another teammate for all business units to utilize.  Fabricators visit the site to retrieve needed information instead of receiving an actual binder or CD, saving the company time and money.
· Back up for Executive Assistant.  
· Responsibilities included: scheduling WebEx meetings for VP of Operations, Quality and Legal.
· Researched and became experienced in WebEx meetings, becoming the “go to” person campus-wide until formalized training could occur, working closely with our IT department.  
· Supported VP of Operations in PAT team meetings, taking notes, scheduling meetings, email correspondence, running and taking notes for Doing Business in China monthly WebEx meetings.  
· Managed various projects for the Business Resource Group/Communications group.

Administrative Assistant – HVS International, Boulder, CO                		Dec 2001 – Aug 2004
· Performed back-up accounting for account managers.
· Answered phones, filed.
· Back up for Human Resource Manager, handling phone calls, and benefit questions.  

Junior Buyer – Airbase Services, Inc.  Boulder, CO				Jul 2000 – Aug 2001 
· Purchased hardware components for all US and Canadian repair stations.
· Negotiated better hardware pricing, saving the company over $15,000 dollars.
· Purchased office and kitchen supplies.

Sales Administrator – Centera Inc. Boulder, CO		  	   	 	Apr 1998 – Jun 2000
· Purchased computer hardware and software for customers.
· Inside sales
· Account management
· Invoicing
· Running sales reports

Administrative Assistant - Hunter Douglas, Broomfield, CO               		Jun 1996 – Apr 1998                                                                                                
· Back up for Executive Assistant: answering phone calls, scheduling meetings, formatting PowerPoint presentations, working with travel department. 
· Was an instrumental part in helping Hunter Douglas obtain ISO 9001 certification by working with the Quality department compiling information, formatting and editing required ISO documentation (notebooks, operating procedures, work instruction manuals, etc.)
· Provided support to Human Resource department, processing job applications, resumes, creating new hire packets, letters, memos and various other tasks.

EDUCATION
· Front Range Community College - Westminster, CO                            	  
· In process of obtaining my Associate of Applied Science Degree in Business

