Michelle Johnson

2805 Open Sky Way

Castle Rock, CO 80109

(760) 401-5658

m_shigleyjohnson@hotmail.com
SUMMARY

· Executive Professional with twelve successful years providing quality administrative support to senior level executives and directors. Extensive experience coordinating and overseeing presentations, meetings, special events and projects. Outstanding organizational and problem-solving abilities with a strong background in office management, customer service, project coordination, data entry, proof-reading, and all aspects of Microsoft Office. Excellent customer service, communication and technology skills with computer proficiency. 

CAREER EXPERIENCE

· Administration support, office management, practice management, data entry. 

· Coordinate and manage meetings, proposals, conference calls, special events.

· Prepare PowerPoint presentations and update Excel spreadsheets for internal and external distribution and training purposes. 

· Extensive experience utilizing all of Microsoft Suite, handling multiple phone lines, providing excellent customer service and efficiently and effectively working in and supervising the front office. 

· Supervise and train all administrative and office staff. 

· Draft, type and edit all executive correspondence, reports, and spreadsheets.

· Arrange and handle extensive foreign and domestic travel arrangements. 

· Extensive experience with preparing expense reports, coordinating budget expenses and reconciling entries. 

· Prepared and disseminated nationwide training documents and materials to ensure quality. 

· Served as a liaison between customers and business associates to ensure quality of services and excellent customer service. 
EMPLOYMENT HISTORY

· Practice/Office Manager- Powers Pet Emergency- December 2012- January 2014

· Executive Assistant/Customer Service Manager- Chuck Latham Associates- January 2012-December 2012

· Client Service Manager/Office Manager- Santa Cruz Veterinary Hospital- January 2005- September 2009

· Office Manager –Village Park Animal Hospital- May 2002-January 2005

EDUCATION

· VMC, Inc. Denver CO, Practice Manager. April 2013
· Cabrillo College. Aptos CA, Associates Degree. June 2007

· Yucca Valley High School Graduate. Yucca Valley, CA. June 1999
