JULIE A. LYNCH
11369 Navajo Circle, Unit B
Westminster, CO  80234
C:  303-960-6557    Email:  junebuglynch@yahoo.com
 
PROFESSIONAL GOALS

Highly organized, polished and professional Executive/Administrative Assistant seeking supportive role where I can utilize my exceptional technical, organizational, time management, and interpersonal relationship skills to provide a high level of productivity and contribute to a positive work environment.

PROFESSIONAL EXPERIENCE AND ACCOMPLISHMENTS

Lookout Source Solutions - Polycom
Executive Assistant – Contract to Permanent Position
1/09 – 12/11
Executive Assistant to CEO, Vice Presidents and Director.  Successfully maintain calendars, first point of contact for commissions resolutions.  Extensive coordination of domestic travel, hotel accommodations, and national/international teleconference/video conference calls.  Promptly and accurately submitted expense reports.  Prepared PowerPoint presentations.  Managed multi-million dollar, worldwide events.  Developed detailed commissions analyses.  Developed organized filing system.  Successfully interacted with all levels of management and peers.
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TDB Communications, Inc.
Staff Assistant – Government Contract Position
12/07 – 4/08
Staff Assistant to Director, Associate Director, and Chief of Staff of the Veterans’ Administration Medical Center.  Extensive coordination of meetings, conferences and calendars.  Exercised independence and authority in promptly responding to Congressional patient inquiries and Washington, D.C., deadlines.  Took accurate and prompt minutes at meetings.  Responsible for departmental timekeeping.  Handled highly confidential employee and patient documents.  Extensive interaction with all hospital departments and State politicians to ensure patient satisfaction.

Colorscapes Gardening, Inc.
Executive Assistant
6/06 – 12/07
Executive Assistant to President and CEO of landscaping company.  Scheduled visits with clients and staff, produced estimates and contracts, monitored contracts and change orders, project management, analyze profit/loss statements, organized office and filing systems, reconciled monthly invoices, credit card accounts, and payroll, A/R, A/P, ordered supplies and plant material, answered phones, extensive client communications with focus on client satisfaction and resolving order issues.

Duke Energy Field Services
Executive Assistant
10/05 – 6/06
Executive Assistant to Chief Financial Officer and Director of Public Affairs.  Successfully maintained two calendars, creating more time efficiency.  Extensive coordination of domestic travel, hotel accommodations, meetings, conference calls, internal teleconference / video conference meetings with other branches throughout the country, and catering.  Promptly and accurately reconciled expense reports and coded invoices for payment.  Developed and organized filing systems for superiors.  Organized office set up for new employees.  Prepared PowerPoint presentations.  Worked closely and successfully with various departments throughout the organization.  Answered multi-line telephone system for 600 employees.

Sirenza Microdevices, Inc.
Executive Assistant – Temporary Position
7/05 – 10/05
Executive Assistant to Chief Executive Officer, Chief Financial Officer, Vice President/Controller – Finances, and legal counsel.  Successfully maintained four calendars.  Extensive coordination of foreign and domestic travel, hotel accommodations, meetings, conference calls, and catering.  Furnished and managed corporate apartment.  Expeditiously and accurately prepared expense reports and paid invoices.  Developed filing systems for executives.  Answered multi-line telephone system for 400 employees.

Yampa Valley Medical Center
Executive Assistant
11/01 – 9/04
Executive Assistant to Chief Executive Officer, Chief Financial Officer and Board of Trustees.  Successfully maintained calendars that created daily balance of time and higher productivity.  Extensive coordination of executive and Board meetings, administrative retreats, hotel accommodations, travel, and hospital events.  Took minutes at monthly Board meetings and distributed expeditiously.  Developed contract processes and centralized filing system.  Prepared monthly and quarterly financial analyses and reports.  Produced and presented PowerPoint presentations to administrative team and Board of Directors.  Trained in Compliance.  Team lead on research projects; findings resulted in program and billing improvements, and new marketing strategies.  Team Lead during Meditech computer conversion.  Assisted and influential in candidate screening, interviewing, and hiring process for superior’s direct reports.  Worked with highly confidential documents.  Contracted as Organizational Consultant to directors.  

Qwest/U S WEST
Administrative Assistant
11/97 – 11/01
Administrative Assistant to four directors.  Maintained calendars that resulted in greater time efficiency.  Coordinated domestic and international travel, hotel accommodations, internal and external meetings, conference calls, media interviews, tours, and catering.  Accurately and expeditiously reconciled directors' monthly corporate credit card accounts and vendor payments for prompt reimbursement.  Successfully followed budget guidelines for travel, office and meeting expenditures.  Developed and maintained organized filing and tracking system for legal documents.  Independently and creatively prepared PowerPoint presentations.

EDUCATION
Regis University - Completed business and marketing courses in 2001
Chabot Junior College - Associate of Arts degree - Legal Secretary

CERTIFICATION COURSES
The Indispensable Assistant, Tap on Your Power to Bring Out Your Best, HCCA’s OIG Draft Supplemental Compliance Program Guidance for Hospitals, Stark I-II Seminars

EXECUTIVE SUMMARY
Microsoft Outlook 2010 (Advanced), Lotus Notes (Advanced), Microsoft Word 2010 (Advanced), Microsoft PowerPoint 2010 (Advanced), Microsoft Excel 2010 (Intermediate), Microsoft Access 2007 (Beginning),
ACT (Beginning)

