Jackie Goodrich
15 Broad Street Apt 205 - Pompton Lakes, NJ 07442

Phone: (973) 896-3759 - Email Address: jgood6306@yahoo.com
 
ADMINISTRATIVE ASSISTANT / PROJECT SECRETARY 
 
•Seeking an Administrative Assistant position with a company that will allow me to fully utilize my communication, organizational, and problem solving skills

Areas of expertise include: 

 

Interpersonal Communication Skills 

Team Environment Contribution 

Skilled at meeting logistics

Scheduling expertise

Attention to Detail

 Software Skills: Microsoft Office: Word, Excel, Power Point, Outlook, SAP, Ariba, 

Concur, Lotus Notes

  
Professional Experience 
Novartis 9/09-8/11 (contract position) East Hanover, NJ

Administrative Assistant-
· Calendar/Schedule maintenance.

· Maintained departmental files and proper submission of approval forms.

· Coordinated internal/ external meetings, video conferences and conference calls.

· Arranged both international and domestic travel arrangements for GBMD and staff. 

· Prepared and submitted expense reports.

· Prepared purchase requisitions.

· Submitted invoices for payment and tracked payment process.

· Assisted in the development of Power Point presentations.

· Composed general correspondence/memos.

· Prepared consultant and confidentiality agreements.

· Scheduled and coordinated interviews for prospective employees and contract workers. 

· Handled confidential information and communication with all levels of management in a professional manner.

· Meeting Preparation (material consolidation and refinement, printing, binding) 

· Ordered all office supplies for department. 

 
BMW North America 7/08-3/09 (contract position) Woodcliff Lake, NJ

Administrative Assistant
· Calendar/Schedule maintenance.

· Received and process department invoices using SAP.        

· Event Planning (themed execution, off-site total coordination of invites, agenda, meals, transportation, activities).

· Meeting Prep (material consolidation and refinement, printing, binding).

· Prepared requisitions for department using SAP.        

· Arranged all travel arrangements both domestic and international. 

· Coordinate internal/ external meetings, and conference calls

· Maintain departmental files and proper submission of approval forms.

Education: BA Communications/Public Relations Mount Saint Mary College-Newburgh, NY.

