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Executive Assistant
Accomplished administrative support professional with extensive experience working for senior executives, bringing a collaborative and results-oriented approach to the role.  Successfully support key leaders with strong organizational, technical and communication skills.  Core competencies include:
	(  Project Management Skills
	(  Meeting/Event Planning
	(  Streamlining Processes

	(  Delegation/Follow-up
	(  Business Presentations
	(  Strong Research Skills

	(  Strong Technical Skills
	(  Spreadsheets
	(  Rapport Building

	(  Excellent Writing Skills
	(  Expense Tracking
	(  Notary Public


Highly proficient in Microsoft Office (2010):  Word, Outlook, Excel and PowerPoint (Windows 7) as well as various calendaring, time and expense reporting programs, including Ceridian and PeopleSoft.
Professional Experience
CoBANK, ACB




January 2007 – December 2013
Greenwood Village, CO
Executive Assistant to President
Provided direct, high-level administrative support to the Bank’s President and back-up support to the Chief Executive Officer.  Served as first line of contact for the President’s four direct reports and 100+ staff members as she oversees 18 business units and an $853.9M annual budget.  Efficiently completed diverse and complex assignments with limited oversight, prepared presentations and spreadsheets for key meetings and reporting.  Planned and implemented projects, composed correspondence and handled word processing and telephone duties with confidentiality and professionalism.  Coordinated meetings and travel and successfully managed and streamlined administrative processes.  In addition to reporting to the President in her prior roles as COO and Chief Banking Officer, also provided support to the EVP, Chief Financial and Administrative Officer prior to his retirement in 2009.
Colorado and Santa Fe Real Estate Co.
July 2006 – November 2006
Broomfield, CO
Supervisor/Senior Executive Assistant to CEO
Provided dedicated administrative support to the CEO and successfully supervised an Executive Assistant within the Company.  Proactively managed special projects for the CEO as well as handling scheduling, meeting planning, correspondence, meeting minutes and telephones.  Communicated direction and policy changes to staff and external contacts on behalf of the CEO.
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Professional Experience (Continued)
ACCENTURE





January 2003 – July 2006
St. Louis, MO and Denver, CO 

Executive Assistant

Delivered high quality executive support to senior executives in fast-paced consulting environment.  Skillfully prepared advanced graphics and other complex documents for client presentations.  Built a rapport and served as liaison with executives’ clients, with extensive telephone contact and interaction.  Managed and coordinated calendars, domestic and international travel and mail (paper/electronic) for multiple executives, requiring excellent organizational and time management skills.
Previous work experience also includes other key administrative support roles, including:

· PriceWaterhouseCoopers LLP, Executive Assistant to Managing Partner/Partner of CDG and Executive Assistant – Tax Department
· Mallinckrodt Chemical, Inc., Tax Specialist and Senior Secretary
· Ernst & Young, Executive Secretary – Tax Department
Education
· St. Louis Community College – Meramec
St. Louis, MO
Completed coursework in Business Economics and Administration.

· Other Training
Attended classes and seminars on a variety of business topics, including:  Business/Interpersonal Relationships, Organization Management, Time Management, Client Contact Skills and Teambuilding. 
Professional Affiliations and Designations
Notary Public—State of Colorado
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