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C-Level and Senior Executive Administrative Support
Liaison for Senior Executives and Management
Proficient in Microsoft Applications
Quick-learner, Adaptable and Flexible

Highly Organized, Self-Directed
Demonstrates Initiative
Excellent Communication Skills
Manage Multiple Priorities


Qualifications
· Provide exemplary and timely administrative support to C-Level executives and senior managers and staff, successfully managing multiple priorities and tasks at one time
· Able to plan and coordinate large events, including organizing and implementing board meetings, trade shows, and other employee and company-wide events
· Successfully arrange complex travel, manage multiple calendars for the CMO and his senior managers, and serve departmental office manager, managing a wide variety of projects on time and within budget
· Serve as the central point-of-contact between senior leadership, the CMO, and other company managers, exhibiting excellent interpersonal and communication skills, including the ability to build solid relationships within teams and senior management
· Proficient in Microsoft Office applications (Outlook, Word, Excel, and PowerPoint), In-Design, Salesforce.com, Survey Monkey, and SharePoint
· State of Colorado Notary
Experience
SCL Health System, Lakewood, Colorado (2013 to Present)
Executive Assistant to Vice President of Patient Care, Information Systems and
Senior Director, Site Operations and Support Center, Systems and Technology Service Center (STSC)
· Report to senior executives within the Systems and Technology Service Center (STSC), acting as the executive team liaison between STSC managers and staff as well as other organization executives, management, and staff
· Responsible for managing multiple executive team calendars; prioritize and set both internal and external meetings for the Vice President as well as the Chief Information Office (CIO); reserve and set up conference rooms, and arrange catering services
· Arrange travel for Vice Presidents, Directors, and Managers, serving as a central point-of-contact for the STSC travel management, including arranging travel for new hires and clients related to departmental meetings;  direct visitor badging process



· Serve as the de facto office manager for the STSC, maintaining conference room device operability and maintaining cleanliness; manage office supply inventory and mail services.  Facilities administrator, liaisoning between building management and the STSC
· Update content on the STSC departmental SharePoint site as required; create and administer surveys using Survey Monkey to gather employee feedback after large company events and retreats
Great-West Life, Greenwood Village, Colorado (2004 to 2013)
Executive Administrative Assistant to the Chief Marketing Officer (2011 to 2013)
· Reporting to the Chief Marketing Officer (CMO), responsible for serving as the gate-keeper and liaison between the CMO’s Marketing staff, management, and senior executives as well as external consultants and clients
· Managed multiple calendars for CMO and his multiple direct reports; arranged complex domestic travel and prepared and reconciled expense reports
· Organized large-scale events, including coordination of catering, room booking, conferencing set-up, and arranging client travel, including flight reservations, hotel arrangements, and transportation
· Assisted Marketing Project Manager in oversight and maintenance of project confidentiality agreements;  updated and maintained the Marketing team’s Project List in SharePoint, generating reports for CMO review and distribution to team; also further developed and maintained content for several Marketing SharePoint sites
· Using In-Design and PowerPoint, created multiple presentations, flyers, and other collateral for internal use as well as preparation of materials for visiting clients
· Drafted and sent memoranda, correspondence, and emails on behalf of the CMO and the Marketing ‘s senior leadership team
· Member, Company Social Responsibility Group.  Responsible for organizing the company’s community volunteer schedule as well as participating in large community events such as the American Heart Association Walk, MS Ride, and the Extreme Community Makeover

Administrative Assistant to Senior Vice President (2006 – 2011)
· Reported to the Senior Vice President (SVP) for Marketing.  Responsibilities included providing administrative support to SVP and serving as the liaison between the SVP and senior executives, management, staff, and clients
· Managed the SVP’s Outlook calendar, independently setting and coordinating appointments and meetings in a timely manner
· Arranged travel for the SVP and five of his direct reports, juggling multiple priorities at one time.  Promptly processed multiple expense reports within required timeframes
· Created  and enhanced PowerPoint presentations for the SVP, as well as other presentation collateral including preparation of client binders, giveaways, and other client-oriented materials
· Coordinated client site visits, securing hotel reservations, arranging for transportation, catering, and entertainment for Great-West visitors
· Produced monthly status reports for the SVP’s review and for distribution to the President and Board of Great-West




RFP Production Team Member (2004 – 2006)
· Prepared complex Request for Proposal (RFP) and Request for Information (RFI) responses
· Created presentations for prospective clients in conjunction with RFP and RFI responses
· Researched and located via the Internet appropriate collateral to incorporate into RFP/RFI responses, including images
· Generated presentations for final production, coordinating printing and binding

Education and Certifications

Certification:
· In-Design
· SharePoint 2007
· PowerPoint
· Emergenetics

Red Rocks Community College, 1991
General Education
Barnes Business College
Certificate
