Resume for Karen Kennedy		Page 2 of 2

Karen Kennedy
5023 West 120th Avenue #124, Broomfield, CO 80020
bigskymontana7@gmail.com  (720) 308-2908

Summary of Qualifications:
Skillful and dedicated Executive Assistant with extensive experience in the coordination, planning, and support of daily operational and administrative functions.

·  Proven track record of accurately completing research, reporting, information management, marketing, and business-development efforts within budget requirements.
·  Adept at developing and maintaining detailed administrative and procedural processes that reduce redundancy, improve accuracy and efficiency, and achieve organizational objectives.
·  Highly focused and results-oriented in supporting complex, deadline-driven operations; able to identify goals and priorities and resolve issues in initial stages.
·   Proficient in Microsoft Office Systems, Microsoft Visio®, QuickBooks, Microsoft Windows® operating system, and Mac operating system; type 75 wpm with 98% accuracy.

Objective:
With an in depth array of executive administrative experience, it has been my goal to provide optimal service to clients. For over 15 years, I have become an expert using Microsoft Office applications. During my career, I have also managed support staff within the parameters of corporate and departmental goals. I am actively seeking opportunities to provide services in the areas of administrative support and project management.

Professional Experience:

Freelance Writer – Telecommute
2009 to current
Passionate freelance writer, reporting for international news media publications, who serves millions of readers and subscribers. Conduct extensive research on subjects that include worldwide news, women’s relationships and current events.
Try: http://www.examiner.com/x-2930-Denver-Womens-Relationship-Examiner
Also: http://www.associatedcontent.com/user/38866/karen_kennedy.html

McGhee Productivity Solutions
Human Resources Manager 
2008 to 2009
Implemented a functional Human Resources department, to cover all aspects of hiring qualified candidates and managing employees.  Ensured that employees were I-9 compliant, records updating, health insurance coverage, worker’s comp and recruiting.  Utilized Monster, CareerBuilder, Craigslist and other job boards to seek potential employees.  Wrote the first policies and procedures manual, according to Chief Executive Officer’s corporate structure.  Implemented programs such as health care and employee assistance programs.  Developed Quality Assurance programs to improve client relations, customer retention and employee morale.  Responsible for conducting employee training and orientation of new and current employees and consultants.

American Medical Response – Greenwood Village, CO                                                                     2006 to 2008
Executive Administrative Assistant  
Assistant to the President of National and Global Operations.  Managed complex domestic and international travel for the department. Create and submit accurate expense reports, using MS Excel.  Managed calendars for department executives and posted updates as required.  Volunteered for corporate events committee. Represented AMR as the community liaison for charitable events and media coverage.  Used PowerPoint to create presentations for monthly Board meetings.  Created professional correspondence using Microsoft Word.     

Fedex - Colorado Springs, CO                                                                                               2004 to 2006
Human Resources Recruiter
Worked with the Human Resources Director of Information Technology to recruit and hire new employees and to resolve employee-related issues.  Processed incoming resumes according to the applicant's experience and education and matched to job requirements.  Created and managed an Access database to streamline the hiring process.  Partnered with employee placement services that specialized in recruiting IT professionals, for the purpose of hiring the most qualified candidates.  I received an award for exceptional performance for an IT job fair, which had to be done with a limited budget and limited preparation time. 
 
SNIA – Colorado Springs, CO
2002 to 2004
Executive Administrative Assistant
Worked with IT professionals in an effort to promote software interoperability.  Made travel arrangements for executive level staff.  Maintained Executive Director’s calendar.  Worked with project management departments to coordinate educational training, develop white papers, test software and other project duties.  Develop and maintain departmental budgets and report results to the Board of Directors monthly. Conducted analysis using MS Project and submitted weekly reporting to the Executive Vice President of Operations.  Planned technology events, trade shows and seminars for IT professionals.

Education:
Troy University - 2005 to 2006; Majored in Business Administration
[bookmark: _GoBack]University of Maryland - 2001 to 2004; Majored in Business Administration

