Shelley Johnson

12353 Quince Court, Thornton, Colorado 80602

(720) 470-4370

mshelljohn@gmail.com

	SUMMARY

	Professional Executive Assistant with more than 15 years of experience providing a full range of executive support to senior-level executives and their staff.  


	SKILLS

	Microsoft Office User Certified (Word, Excel, and PowerPoint)* Microsoft Outlook * Microsoft Visio * Oracle * Adobe Acrobat * SAP * SharePoint * Typing 65+ WPM, 10-Key * GoToMeeting * OneNote *Concur


	PROFESSIONAL EXPERIENCE

	HealthMEDX – Louisville, CO  Executive Assistant / Office Manager
	5/2012 – 10/2012

	Provided executive support for the CEO and the senior management team.  Maintained multiple Outlook calendars.  Coordinated travel, meetings/events, and conferences.  Prepared and submitted expense reports.  Answered non-routine correspondence and assembled highly confidential and sensitive information.  Dealt with a diverse group of important external clients and visitors as well as internal contacts at all levels of the organization.  Acted as Office Manager by keeping office organized, ordering supplies, negotiating and managing vendor contracts.  Assisted offsite IT and HR departments.   



	Level 3 Communications – Broomfield, CO  Executive Assistant
	7/2011 – 3/2012 

	Provided executive support to Senior Vice President and multiple Vice Presidents.  Provided professional telephone support.  Maintained and prioritized daily action items for personal follow up and management.  Relieved executives of administrative duties.  Maintained multiple Outlook calendars.  Organized and coordinated meetings and conference calls.  Monitored email inbox, as requested.  Arranged travel and hotel reservations and prepared itineraries.  Prepared and submitted expense reports.  Reconciled credit card statements.  Coordinated team events.  Provided back-up support to other assistants and executives.  (Left due to Reduction in Force) 



	McKesson Health Solutions – Broomfield, CO  Executive Assistant
	4/2006 – 4/2011

	Provided executive support for multiple executives (CFO, Compliance Officer, 2 VPs) as well as administrative support for their direct reports and departments.  Maintained calendars and scheduled meetings.  Made domestic/international travel arrangements.  Completed expense reports and reconciled credit card statements.  Acted as liaison for executives.  Coordinated contract execution.  Scheduled on and off-site meetings (town halls), events, and coordinate team outings.  Arranged catering.  Wire transfer coordination.  Generated monthly cost center report. Tracked employee welfare spending.  Received and coordinated signatures for invoices, coded, and submitted for payment.  Coordinated on-boarding of new employees and contractors.  Ordered office supplies.  Provided general administrative support as needed.  Postmaster rights (sent emails to All-Staff distribution list). Site Coordinator for McKesson Center for Learning.  Member of multiple committees.   (Left due to Reduction in Force)


	University of Colorado Foundation – Boulder, CO  Executive Assistant
	3/2005 – 4/2006

	Provided executive support to the Executive Vice President/CFO/Treasurer, Vice President/Controller, and the Vice President/General Counsel.  Maintained calendars and scheduled meetings.  Produced charts, tables, graphs, budgets, organizational charts, management reports, and correspondence.  

Prepared material and presentations for Board of Directors, Board of Directors Committees, Senior Management, and Staff.  Interim Travel Coordinator.  



	Construction CAD Solutions – Broomfield, CO  Senior Administrative Assistant 
	5/2004 – 1/2005

	Answered inbound calls from AT&T representatives and AT&T customers.  Responsible for supervision, 

scheduling, and training of Dispatch Admin position.  Routed work orders for AT&T technicians’ workload.  Implemented policies and procedures.  Compiled, completed and reported Direct Measure of Quality Reports for AT&T on a weekly basis.  Ordered office supplies.  (Left due to Reduction in Force/Office Closed)


	Avaya, Inc. – Westminster, CO   Administrative Assistant II
	11/2001 – 1/2003

	Provided assistance to the Manager of Program Office.  Assisted with project coordination.   Coordinated meetings and events.  Created presentations.  Maintained calendars.  Completed expense reports.  Ordered supplies.  (Left due to Reduction in Force)


	Global Crossing Telecommunications – Westminster, CO  Admin.  Assistant III 
	12/1999 – 8/2001

	Provided assistance for a team of Customer Support Managers.  Assisted with and created presentations.  Maintained time keeping records.  Assisted with travel arrangements.  Coordinated meetings and various events.   Ordered office supplies.  Setup new employees.  Point of contact for various issues within department.  (Left due to Reduction in Force)


	Geneva Pharmaceuticals, Inc. – Broomfield, CO  Document Control Specialist
	6/1996 – 12/1999

	Responsible for technical writing, editing and proofreading of critical FDA technical documentation (e.g., Standard Operating Procedures, guidelines, policies).  Interfaced with the Quality Assurance department 

as part of the review and approval process.  Project coordinator for annual audit/review of documentation files and databases.  Reorganized and maintained department's archived files.



	Antec Communications – Englewood, CO  Executive Assistant
	2/1993 – 1/1996

	Provided executive support to Senior Vice President, direct reports, and department.  Created letters, memos, reports, and proposals.  Created presentations.  Coordinated meetings and various events.   Made travel arrangements.  Completed expense reports.  Maintained weekly and monthly reports.   



	EDUCATION 

Barnes Business College – Graduate 1993 


