Pam Heroux
7856 Midland Court  Fort Collins, CO 80525
303-941-6803 (cell) pam.heroux@gmail.com



PROFESSIONAL PROFILE

Professional Meeting Planner and Executive/Administrative Assistant with a proven ability to plan, develop, manage, and direct high impact events for executive leaders, boards of directors, high potential leaders, customer, and key stakeholders. Successful in developing and maintaining internal and external working relationships.  Ensures winning experiences to every event by applying a collaborative approach to ensure strategic partnerships are honored through effective needs analysis, focused communication and attention to every detail.

KEY QUALIFICATIONS


DOE “L” security clearance ● Executive Office Management ● Computer Skills (Microsoft Word, Excel, Power point) ●  Budget Management ● Customer Relationship Management ● Document Management ● Interpersonal Skills ● Project Management ● Problem Solving ● Site Selection and Management ● Logistical Planning and Coordination ● Vendor and Hotel Contract Negotiation
	

Meeting Planner:

	· Managed meeting planning budgets ranging from $5,000 to $100,000 below budget on an average of 10-15%.
· Developed a budget tracking system to effectively leverage best practices and lessons learned from prior years for subsequent years.
· Developed an action plan and monitoring system to track and monitor progress and timelines for more than 40 meetings annually.
· Developed and maintained clauses for hotels/vendor contracts to eliminate liability. 
· Built and maintained meetings/ registration using an online database providing attendees easy registration access leading to higher attendance.

	· Trained, directed, and supervised a part-time meeting planner and mentored new employees/ planners on company objectives and business/ meeting standards.
· Selected, negotiated contracted meeting space, room block, exhibit space, transportation, and audio visual.
· Successful negotiations saved an average of $50,000-60,000 annually on sleeping room rates, concessions, transportation, and audio visual. 
· Managed pre /onsite / post logistics for meetings resulting in an average evaluation rating of 4.5 on a 5 point scale.



Executive/Administrative Assistant:
		
	· Provided all administrative support to CEO or Senior Management.
· Edited Farm Credit National and Pictorial Directories to include vendor selection, completion of distribution, management of sales, and maintaining budget.
· Planned and directed business and personal logistics, recognized for superior business acumen, poised in high pressure, fast paced business environments. 
· Utilized project management competencies to independently plan and direct high level business affairs.
	· Managed travel/business expense reimbursement process, submitted reports and tracked payments.
· Produced and timely distributed background materials for committees.
· Wrote internal control and processes documentation for internal compliance.
· Planned and managed fee programs to include project scheduling, budgeting, marketing to customers, vendor selection/management.
· Recorded minutes as secretary for committees, including Board of Directors.



Recruiting Logistics:
 
	· Logistical and meeting support for campus recruiting and student intern events.
· Document internal control and inventory processes.
· Purchase and maintain inventory of recruiting marketing materials and giveaways.

	· Maintain Google event calendar.           
· Provide unwavering commitment to customer service, with the ability to build productive relationships.



CAREER PROGRESSION

[bookmark: _GoBack]LMATA Government Services, Albuquerque, New Mexico                           	2011-2013
Recruiting Logistics

FCCServices, Inc., Greenwood Village, Colorado	1983-2010

Meeting Planner:  		1998-2010
Executive and Administrative Assistant to 
      Executive Vice President /CEO:	  	1993-1997
Administrative/Programs Assistant:		1991-1993
Administrative Assistant to the Controller:  		1983-1991

EDUCATION & PROFESSIONAL DEVELOPMENT

Community College of Alexandria, Alexandria, VA – 1976-1977, Business Classes

Computer Applications:  Word, Excel, Outlook.  Ongoing in-house and off site training through various vendors.

Meeting Planning:  Member of Meeting Planners International.  Pursuing Certified Meeting Professional certification.
