Pam Hurley
Arvada, CO  80004

Cell (303) 929-9288

PROFESSIONAL OBJECTIVE:

To obtain a position with an organization providing the opportunity to use my extensive experience as an Administrative Assistant to upper management including the CEO.  The ideal position will require strong organizational, communication, people skills and multi tasking. Skills include but are not limited to showing good judgment, accountability and the ability to maintain good working relationships with other employees and outside customers while also have the ability to work independently.  
SUMMARY OF QUALFICATIONS:

· Successful career as Administrative Assistant to the CEO of a medical company;
· Successful career typing estate documents, transcribing and assisting two Estate Lawyers;
· Successful career as Office Manager, AP/AR, Cost Accounting, Insurance and payroll administrator;
· Successful career as Human Resource Policy and Benefits Administrator;
· Demonstrates initiative and dedication in creating and implementing procedures responsive to the information needs of the company;
· Excellent written and verbal communications skills, including proven ability to work effectively independently and with a team of employees;
· Excellent customer service and phone skills;
· Efficient with Word, Excel, Power Point and accounting packages.  
· Typing 80 wpm;
· Extensive experience taking and transcribing minutes for the organizations Board and Finance Committees.  
· Able to multi-task.
PROFESSIONAL HIGHLIGHTS:

ADMINISTRATIVE ASSISTANT TO CEO -HR DIRECTOR:  2000 to current

· Currently working full-time for a medical company assisting the CEO in all facets of running the company.  
· Supports 17 physicians;
· Performs all human resource duties including but not limited to all aspects of hiring, terminations and benefit administration.  
· Responsible for writing, updating and administering all personnel policies and procedures. 
· Responsible for all legal aspects of employment law procedures and issues. 
LEGAL ASSISTANT 






1998 – 2000
· Working part-time in a small office assisting two attorneys.  Responsibilities included setting up appointments, meeting with clients, preparing legal documents, setting up meetings, typing letters, transcription and performing research on legal matters. 
OFFICE MANAGER/PAYROLL ADMINISTRATOR  


1989 - 1998

· Worked as the Office Manager for an engineering company, preparing financial statements, job costing, AR/AP, inventory, purchasing and all aspects of payroll.  Organized workloads for several employees in accounting, secretarial pool, purchasing and shipping while also performing my duties preparing payroll, financial spreadsheets, transcription and benefits administrator.
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