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Summary

Personable Executive Assistant offering strong administrative experience managing multiple projects.
Highlights

Microsoft Office proficiency	Confidential
Resourceful	Multi-tasking
Motivated	Extensive organizational skills
Self-directed starter	AR/AP knowledge
Team player	Creative problem solving
Meeting planning, coordination	Strong interpersonal skills
Accomplishments

While at CDM Federal Programs, I received eight Outstanding Performance Recognition Awards for planning and executing various reports in a timely manner and filing system protocols for strong attention to detail.
Experience

10/2000 - 10/2011	Kaiser Institute Brighton, CO

	Personal Executive Assistant
	 (Left employment due to husband having job transfer - returned to Colorado shortly after one year.) 


· Maintained an extensive client database contact by telephone and email correspondence 
· Coordinated client conferences 
· Maintained and coordinated day-to-day meetings, schedules and calendars. 
· Arranged appropriate travel, agendas, and necessary contact information. 
· Handled and distributed all incoming and outgoing mail. 
· Created and maintained spreadsheets using Excel functions to develop reports and lists. 

· Properly routed agreements, contracts and invoices through the signature process. 

· Facilitated working relationships with clients and consultants. 
· Served as central point of contact for all clients requesting information pertaining to conferences or business. 

· Managed the receptionist area, including greeting visitors, accepting and preparing shipments or mailings, and organize office supplies

02/1997 - 10/2000	United Power, Inc/Consumer Services Association Brighton, CO

Executive Assistant

· Planned meetings and prepared conference rooms. 
· Prepared and distributed Board of Directors meeting minutes to appropriate individuals. 
· Collaborated with other administrative team members, human resources and the finance department on monthly projects and events. 
· Assisted with the transition of MS Office along with the design of electronic file systems and paper files. 
· Managed the receptionist area, including greeting visitors and responding to telephone and in-person requests for information.
· Served as central point of contact for all outside vendors needing to gain access to the building.
· [bookmark: page2]Created weekly and monthly reports and presentations. 

03/1982 - 02/1997	Camp Dresser & McKee/CDM Federal Programs Denver, CO

Administrative Assistant


· Planned travel arrangements for 30 executives and staff.
· Typed meeting agendas and various reports. Copied and bound proposals and reports.

· Assisted with the design of electronic file systems and paper files, along with record retention.
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Education

	1973	West Geauga High School, Chesterland, OH
Barnes Business College, Lakewood, CO
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