	
SKILLED PROFECIENCIES

· Microsoft Office Suite: Word, Excel, PowerPoint, Outlook

· Blue Beam

· Deltek Vision

· Lotus Notes, Lotus 1-2-3

· Team Building

· HR and Payroll 

· Personnel Management

· Employee Training

· Expense Control

· Office Machine Capabilities

· Budget Analysis



· Executive Assistant

· Networking Events Organizer

· Public Relations

· Accounting and Bookkeeping

· Business Travel Arrangements

EDUCATION

· Harper College
Palatine, Ill 
	
	8393 Cherry Blossom Drive.
Windsor, CO 80550
Phone: 301.580.4545
Louise.A.Porter@gmail.com



Louise Porter

Administrative Management Objective 
		
I am ready to join your team as an Administrative Assistant.  I excel in a challenging and fast-paced environment where I offer over sixteen (16) years’ experience providing administrative support on an executive level. Including performing internal and external communications, scheduling meetings, lead event planning, scheduling, coordinating travels and expenses, and other day-to-day functions. A dynamic and detail oriented administrative assistant/manager is looking for a great job where I can make best use of my strong leadership ability and administrative knowledge for the improvement of the productivity of the organization and allow me to contribute to the perfection of the job performance.  My goal is to secure an administrative position wherein my experience and abilities will help to become a strong part of an organization.  I am an enthusiastic professional with a proven track record of providing outstanding administrative support for more than a decade.  I am experienced in office management, communication, accounting, payroll, HR, and record-keeping, with strong interpersonal skills.

PROFESSIONAL EXPERIENCE
HomeGoods Corporation     •     Administrative Assistant      •      11/2017 – Present
· Answer phones, respond to inquiries and assist in all areas as needed
· Outstanding customer service skills—diplomatic and patient with many individual personalities
· Maintain the office’s legal matter / contract management filing system
· Manage databases, calendars for 80 employees, appointments, personnel, and external communication
SK & A Structural Engineering Consulting • Administrative Assistant  •  08/2014 – 08/2016
· Supported Project Management and Engineering team in all aspects
· Organized and designed electronic filing system to replace old manual processing and scanning
· Reviewed and revised constriction project field reports for customers
· Set up new projects using Deltek Vision
· Organized/coordinated special and corporate events, including agendas, travel arrangements, and developing presentations
· Prepared and collected payroll data for the company.
TJ Maxx Corporation        •            Administrative Assistant             •        04/2003 – 06/2012
· Prepared, analyzed and maintained monthly operational reports (payroll, expenses, auditing)
· Prepared and process monthly expense reports reflecting supporting documents and budget code indexes
· Trained, mentored and supported staff during 
· Organized/coordinated special and corporate events, including agendas, travel arrangements, and developing presentations
· Answer phones, respond to inquiries and assist in all areas as needed

REFERENCES

· Upon Request



