Nikki M. Esposito
50 Maple Ave Apt 324 ( Springfield, NJ ( 973.218.6709 ( nikkiu2@comcast.net
Professional Profile

Proven Administrative Assistant with broad-based experience in planning and scheduling, interdepartmental coordination, written communication and overall skills in administration across multiple industries.  Proven ability to communicate effectively with all levels of management within the organization as well as business partners and internal and external customers.  Expertise Includes:
	· Planning and Scheduling



	· Customer Service


	· Microsoft Office Suite

	· Written Communication


	· Siebel CRM



	· Marketing and Promotion

	· Internet Research



	· Proofreading and Editing



Professional experience

Stratus Technology Services
Shrewsbury, nj  

Staffing Services coordinator                                                                                                    2010-2011






· Submit candidates for job requisitions through vendor management service portals
· Post jobs on various job boards on the internet (Dice.com, CareerBuilder.com, Monster.com)
· Reformat and edit resumes
· Conducted reference checks for potential new hires
· Monitor weekly supplier conference call
Novo nordisk 
princeton, Nj
Contingent Employee through kelly servives
2010
· Input, review and validate routine rebate claims in the DNA (Data Niche) system to assist team members 

       In processing customer rebates
· Create back-up reports and rebate letters to be distributed to customers and account executives
· Filing
the mcgraw-hill companies
hightstown, nJ
administrative assistant
2000-2008
· Provide administrative support to the Vice President of Sales and direct reports 
· Proficient in domestic and international travel arrangements, including obtaining Visas
· Manage Outlook calendar appointments and schedule
· Maintain confidential materials, personnel files and contracts
· Prepare monthly travel and expense reports as well as purchasing card report
· Provide various administrative support for the Director of Client Support and team of Network Specialists
· Procure, renew and manage list of domain files
· Arranged Lunch and learn sessions working alongside other departments
· Proofread and edit emails and documents

· Member of Hightstown Local Leaders Council

· Oversee purchase of supplies and maintenance of office equipment for department

Web project coordinator

· Provide support to the members of the web development team

· Create Power Point slides for presentations

· Disperse marketing collateral to members of sales team, customers and tradeshows

· Manage weekly status update sheet of the on-goings within construction.com

· Coordinate travel arrangements

Education
seton hall university
Bachelor of arts – communications
Excellent References Available Upon Request

