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Professional Summary:

Over 25 years of experience in highly visible and fast paced positions working with executive level professionals in administrative and office management roles.  I am a leader and self starter, but also a team player and encourager to those who work around me, putting my Manager’s requests and the needs of our department in highest priority.
Experience:


 1998 – Present

            First Bank/ First Banks, Inc.


        St. Louis, MO

2003 – Present   Executive Assistant to Chief Credit Officer
· Participate in designing of electronic credit request database including electronic signatures and assist lending personnel in working out of the database (from a SharePoint platform)
· Coordinate and set agenda for weekly Executive Loan Committee meeting and follow through with maintaining network folder and assisting Lender or Loan Operations in booking and/or documentation needs
· Responsible for maintenance and completion of monthly reports shared network folder 
· Build multiple reports relating to delinquency and loan information of bank including graphs and charts and analysis spreadsheets
· Arrange travel and complete expense reports for single or group travel 
· Monitor e-mail and calendar and respond as necessary in CCO’s absence, staying familiar with issues and subjects to assist as necessary

· Prepare monthly meeting agendas, distribute information and reports as necessary, block out room and time, prepare conference room for attendees
· Assist with yearly FDIC and Federal/State exams in obtaining and coordinating materials required by deadlines
· Coordinate yearly budgets between multiple departments and accounting

· Keep monthly spreadsheet on expense amounts and monitor department spending
· General office administration including phones, typing, filing, spread sheets, mail, payroll timesheets, org charts, prepare payables, maintain supplies 
Accomplishments:

· Designed and worked with IT programmer to build a database housing over 400 lenders (present number is about 150) with their lending authorities and other necessary bank information.  This has become a great asset to the bank and many departments use the information.  Still requires some manual upkeep and maintenance.  I designed a Lender Signature card and notification memo for each lender.

· Coordinate one to two yearly Lender Forums with venues in California (about 75 attendees) and Missouri (around 100 attendees) including hotel, food, agenda, multiple presenters and assisting with presentations as necessary, prepare nametags and welcome handouts, shipping presentations and other materials to venue, greet personnel as they arrive and be the hotel and bank contact throughout the forum. 

1998 – 2003   Administrative Assistant to Loan Operations Director/Senior Credit Officer
· Check for completeness, log and return all credit requests that require approval signature (manual paper process)
· Maintain manual Lending Authority spreadsheet and distribute reports
· Assemble monthly Bank Board meeting books
· Prepare Loan Loss Analysis, Loan Watch list and Non accrual report with graphs
· Prepare payroll timesheets and maintain calendars for Loan Operations personnel (125 employees)
· Prepare and coordinate all meeting agendas, distribute information and reports as necessary for 5 Department heads
· Arrange travel and complete expense reports for all Department Managers 
Accomplishments:

· Set up mail and supply room including hiring employees to receive, sort and deliver the mail daily and keep a checkout control of supplies for the entire Loan Operations area

· Built a training manual including screen shots of the RVI system which holds loan information by cost center and Lending Officer.  This enabled the individual officers or their assistants to pull their own information on request alleviating a major monthly distribution out of the Operations Center.
1991 – 1998

Missouri Building & Equipment (out of business)
Wentzville, MO.

Office Manager / Bookkeeper for Construction Co specializing in Convenience Stores
· Keep company books and prepare for accountant
· Prepare spreadsheets and coordinate scheduling
· Monitor timesheets and figure payroll for office and construction crews

· Payables and Receivables

· Coordinate High School Work Program and training through local High School
· General office duties

1974 – 1980

Zimmerman Metals, Inc.



           Denver, CO

Payroll Clerk and Secretary to Estimating Dept.

· Payroll for office and union metal working shop (approx 120 employees)

· Light accounting and bookkeeping

· General office duties and secretary to Estimating Dept.

Education:



Creston High School







Creston, IA


Diploma Graduate
Victor Educational Services Institute 





Denver, CO




Business and Business Machine School 

Rocky Mountain Community College 

            

 

Denver, CO
Undergraduate studies in Business Administration



Jones Real Estate College (inactive license)




Denver, CO

Computer Skills:  

· Excel, Word, Power Point, (limited) Access, Adobe Reader, (read) CBS and AS400 systems, Lotus Notes and Lotus Databases, Outlook, SharePoint Intranet and Database, Internet/Explorer, Network shared drives and folders 
References available upon request

