PAM MAYNARD
Northglenn, CO |  303.818.8372  | pamomap@gmail.com

Administrative Assistant - Qualifications

· 
· Dependable “Go-Getter” with Enthusiastic Mindset
· Superior Organization and Multi-tasking
· Confident and Professional Customer Service 
· Exceptional Listening and Attention to Detail
· Recognized for Independent Project Management
· Respectful Approach Regarding Confidentiality
· First-rate Initiative and Problem Solving 
· High level Performance with Minimal Supervision


Professional Experience
Executive Administrative Assistant	June 2008 – July 2013
Mercy Housing, Inc. (501c3)	Denver CO

Contributions:
· Provided executive level assistance and project support to senior staff and direct reports.  
· Shared front desk responsibilities; daily interaction with individuals from all walks of life seeking emergency and long term housing; offered alternative solutions and suitable shelter options.
· Drafted and edited various department documents, presentations and spreadsheet data.
· Scanned and uploaded documents to SharePoint; administrator of web content and offsite storage.
· Point of contact for office efficiency and facilities management; replenished all office and kitchen supplies; maintained inventory and office equipment upkeep. Processed incoming/outgoing mail and FedEx.  
· Arranged detailed travel plans and itineraries as well as compiled documents for travel related meetings.
· Administered resident and donor databases; assisted with fundraisers, mass mailings and preparing informational material.  
· Directed the planning and execution of lunches, board meetings, annual fundraisers, and major events.
· Created new vendor accounts; verified, coded and processed invoices for payment.  Researched and followed up on late payment concerns.
· Reviewed and reconciled Visa travel cards and employee expense reports for timely payment; processed reimbursements for consultants and board members.  
· Coordinated and completed project based work; conducted project research.
· Maintained executive calendars and complex scheduling across multiple time zones.
· Updated organizational charts, contacts and distribution lists.  
· Managed boardroom and auxiliary meeting room schedules; prepped/cleaned rooms; assisted with A/V setup.
Project Achievements:
· Initiated and conducted a review of travel policies resulting in significant savings and revised policies.
· Launched administrative support group to enhance teamwork and improve office procedures.
· Researched and recovered $125,000 by investigating employee fraud.  

HR Administrative Assistant 	June 2005 – June 2008
Mercy Housing, Inc.  (501c3)	Denver CO

Contributions: 
· Administrative support to the HR Vice President and managers including filing, travel arrangements, and calendaring.  Handled discreet information relating to changes in the organization, employee relations, salary and other confidential matters.  
· Developed performance appraisal process - significantly improving timely merit increases and tracking efforts.
· Created I-9 instructional guide; revamped operational excellence practices, updated employee and benefits handbooks.
· Performed a variety of human resources functions, including on-boarding procedures, compiling new hire packets, posting/job descriptions, offer letter/benefit packets and exit interviews.
· Assisted in payroll audits and data entry.  Processed background checks, garnishments and employment verifications.
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· Created, organized and updated personnel files.   Developed I-9 compliant retention system.
· Produced ad hoc and predefined employee demographic reports and comparisons; developed spreadsheets, charts and presentations for management review.  
· Planned and assisted with orientations, annual benefit mailings and enrollment, training and team building activities.  
· Administered HR SharePoint site; updated training calendar and announcements. 
· Replenished office supplies, benefits packets, insurance forms and other related material. 



TECHNICAL

Microsoft Office 2007/2010 
Adobe Reader/Pro
Ceridian Payroll
E-University
Internet Research, Google, Social Media
Raisers Edge Database
SIMS Information Database
Yardi Accounting Database


EDUCATION
BS – Business Administration
University of Northern Colorado
Greeley CO

*Notary Public, State of Colorado


VOLUNTEER
Animal Rescue of the Rockies
JeffCo Open Space Flood Recovery




