Deanna Ragsdale
720-425-4509
Ddr196262@yahoo.com

Executive Assistant Specialist
													
SKILLS SUMMARY

An accomplished administrative professional with 10+ years of easily transferrable and varied experience; supporting C-level executives and being the liaison between the executives and various departments with a proven ability to consistently prioritize and follow through with tasks confidentially.   Possesses superior critical thinking skills, takes ownership of tasks, and when troubleshooting, offers pro-active solutions.

PROFESSIONAL EXPERTISE

· Reduced accounts payable processing by 50% by creating operational efficiencies
· Resolved database issue that resulted in $1,000s in programming cost and time saving company wide
· Highly Competent Communicator who can work cross-departmentally and inter-culturally
· Issue tracking and resolution management
· Proficient in international travel planning, including Visa preparation 
· [bookmark: _GoBack]PowerPoint; Excel; Word; Outlook, Access; HRIS; Raiser’s Edge and SalesForce, Concur, Egencia


EMPLOYMENT HISTORY

Executive Assistant to SVP Operations 
Level 3 Communications, L.L.C. 		Broomfield, Co 	November 2014-Current
· Heavy Calendaring
· Travel Planning using Concur
· Expense Reporting using Concur

Executive Assistant to the Chair of the Department of Medicine      
UCH Department of Medicine   		Denver, CO 		August 2014 – October 2014
· Meeting Coordinator
· Correspondence Editor
· Travel planning (International and domestic)

Membership program coordinator  
Compassion & Choices Corporate Offices      Denver, CO 		July 2013 – August 2014
· Member Communication through queries in Convio Luminate.  
· Responsible for ensuring data integrity.
· Resolved programming issue with database resulting in monetary savings.
· Created imports and exports for data reporting.
· Pulled lists and built as required; performed word processing and mail merge as needed.


Temporary / Contract Assignments	 Denver, CO		January 2008 – June 2013
Utilizing my high level administrative, below are examples of assignments:
· Executive Assistant to the new Director of Research   University of Colorado Hospital Calendar management, Recorded Board Meeting Minutes.
· HR Coordinator TeleTech-Processed and responded to unemployment claims. Input data and pulled reports from HRIS system. 
·  Construction Project Coordinator Consolidated Investment Group – Scheduled work of general and subcontractors.  Met with city inspectors and vendors to verify work was completed within code.  Approved invoices for payment.
· Assistant to Director and Chief of Staff  Denver Veteran’s Hospital – Managed the tracking and resolution management of all hospital issues.  Scheduled and provided logistical support for various meetings. Heavy calendar management. 

Executive Assistant to Senior Vice President of Tax
Duke Energy Corporate Office    	Charlotte, NC		      January 2007 – October 2007
· Reduced accounts payable processing by 50% by creating operational efficiencies.
· Reviewed incoming invoices for compliance with Statements of Work to ensure all work had been planned and budgeted.
· Initiated special process for invoices that exceeded or were not included in the Statement of Work.
· Created a written training guide for this position.
· Calendar management for Senior Vice President.

Executive Assistant to Senior Vice President of Operations
Hewitt Associates			Charlotte, NC		      April 2001 – January 2007	
· Provided technical support resolution of customer incidents and responded to customer issues and requests by ensuring proper documentation, tracking, escalation and follow up of all items. 
· Coordinated on-boarding process, to include ensuring IT and security systems were in place before employee was in office.
· Monitored manager’s email and voicemail; would delegate client issues for resolution when necessary.
· Coordinated domestic and international travel for the Senior Vice President and department personnel.
· Visa preparation for international travel, ensuring all documentation met country-specific requirements, and assisted in passport paperwork.
· Prepared expense reports and credit card reconciliation for Senior Vice President.
· Planned and executed a yearly appreciation week for over 100 employees.


EDUCATION

Associates Degree in Business and Management
York Technical College, Rock Hill, South Carolina
