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PROFESSIONAL PROFILE
Energetic and motivated self-starter with over ten years of experience in executive level administrative support
role. Committed to producing results in my professional and personal life. Hard working, reliable, and always
eager to challenge myself by taking on new roles and responsibilities.


QUALIFICATIONS SUMMARY
• Professional even in high stress environments; able to switch roles with ease.
• Organized and proactive, work well with little to no supervision.
• Handled accounts payables, expense reports, monthly statements and budget reports.
• Experienced with vendor relations, communication systems, office support and procedures.
• Computer Proficient in MS Word/Office, SharePoint, Excel, PowerPoint, SAP.
• Management of Corporate functions/events and catering as well as complex travel arrangements.
• Assisted with marketing support and corporate charitable events.

EXPERIENCE
CONTRACTOR / TEMPORARY
Administrative Assistant (September 2016 – Present)
ALLIANCE PIPELINE – Eden Prairie, MN
Administrative Assistant (September 2015-August 2016)
BLUESTEM – Eden Prairie, MN
Executive Assistant to CFO and General Counsel (August 2012-July 2014)
TWIN CITIES ORTHOPEDICS – Golden Valley, MN
Administrative Assistant (October 2011-July 2012)
NORTH MEMORIAL MEDICAL CENTER – Minneapolis, MN
Patient Registration (October 2003-February 2005)
XACT LEGAL DUPLICATING SERVICES – Minneapolis, MN
Front Office Coordinator (2002-2003)
SPEETER, JOHSON, HAMILTON & WURST – Minneapolis, MN
Receptionist/Administrative Assistant (2000-2002)
WAYZATA FINANCIAL SERVICES – Edina, MN
Office Manager/Loan Assistant (1995-2000)
Loan Processor (1994-1995)
Receptionist (1993-1994)


EDUCATION
Century College, White Bear Lake, MN
Presently enrolled
