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Rebecca (Becca) MacAskill

	objective

	· I believe I would be a good fit for the Office Administrator position that you have available.  I have over 10 years experience as an Executive Assistant.  As an Office Administrator, I would bring comprehensive, effective and adaptive administrative support as well as travel and meeting planning skills. My typing speed is 50 words per minute. 

	Summary of qualifications

	
	· Dependable professional with 10+ years of experience providing effective and comprehensive support to senior executives including the company founder, CEO, Chairman of the Board and Executive Vice President.  Possesses the highest degree of integrity supported by a flawless record of maintaining confidentiality.  

· Adaptable to fast paced highly changeable situations.  Willing to take on and/or learn different jobs and assignments. Types 50 words per minute.

· Handled key issues related to senior management’s activities, tasks and clients.

· Administered shareholder records database, coordinated shareholder annual meeting and board meetings.  Acted as Secretary of the Corporation.

· Conducted research on a variety of technical and industry specific topics using both Internet and library resources as required by management.

· Developed and maintained extensive reference bibliography for EEG and Mental Health research and responsible for developing and building a database to convert the bibliography to electronic format.

· Planned and executed tradeshows, meetings and training seminars including site selection, budget creation, travel arrangements, catering and setup.

· Computer skills: Microsoft Office XP, 2003 & 2007 including Word, Excel, PowerPoint, Outlook and Access. Project, and Front Page.  Visio, Stock Works, E-mail / Internet 

	Professional experience

	
	2011-Present  eMET Medical Systems                 Boulder, Colorado
Director of Operations
Director of Operations for a small start up medical company in Boulder.  eMET Medical Systems is developing a next generation nervous system monitor and therapy optimization platform for physical medicine practitioners. 

· Executive Assistant to CEO using Microsoft Office Suite. 
· Co-Inventor with CEO of 13 provisional patents and 1 utility patent.
· Secretary of Corporation. Responsible for shareholder interactions. 

· Responsible for corporate travel and event planning. 
· Responsible for day-to-day operations of the company.
2009-2010                                                               Broomfield, Colorado
Co-Author and primary researcher for unnamed book project.
2006-2009
WAVi Co.
Boulder, Colorado

Director of Administration

Director of Administration for small start up medical hardware and software company in Boulder. 

· Executive Assistant to the CEO and other executives, using Microsoft Office Suite.  

· Administered shareholder database and records using StockWorks. Coordinated shareholder and Board of Director meetings. 

· Conducted extensive research on various topics including EEG, mental health and other topics relevant to the industry. 

· Maintained and expanded an extensive research reference bibliography and building a database to convert the reference bibliography to electronic format.  

· Responsible for day-to-day operation of the office.

1993-2006
Lexicor Medical Technology, Inc.
Boulder, Colorado

Executive Assistant to Founder

· Provided executive assistance to the founder of the company. 

· Management of shareholder files and records. 

· Coordination of customer training program, shareholder meetings, board meetings.

· Conducted research on various topics related to EEG and other technical issues as requested. 

· Developed extensive reference bibliography. 

Left company with founder to join WAVi Co. which the founder started in 2006.
Previous positions include Administrative Assistant to various managers.


	Education            

	
	2002-2003
George Washington University, School of Business

Washington, DC

Masters of Tourism Administration

Emphasis on event management, strategic planning and marketing.

Internships included: a wedding, a bar mitzvah, fundraising event in Chicago and a series of seminars in Boulder, CO.

1988-1992
Metropolitan State College    Denver, CO

Bachelor of Arts
Majors Anthropology & Psychology

1985-1988
Front Range Community College
Westminster, CO

Associate of Arts

Member of Phi Theta Kappa, National Honor Fraternity

	Volunteer experience

	
	Volunteer Victim Advocate, Broomfield Police Department 1994-present

· Provides crisis intervention to victims of crime and accidents.
· Recipient of 17th Judicial District 2004 Ray McKinnon Award for Outstanding Services to victims of crime.
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