Diana Rocha

90 Rutherford Place

North Arlington, NJ 07031

dianaroch@aol.com
(201) 428-7427 - Cell

Summary:
An Executive Assistant experienced working in large firms; a responsible team player with 
accomplished organizational and software skills who is multi-tasked, professional and hard working.

Experience:
2/10 – 4/11
Parsons Corporation – Engineering & Construction, DuPont, Pompton Lakes Works, 

Pompton Lakes, New Jersey; Administrative assistant to Project Director and Program Managers of the Remediation Group of DuPont

· Greeted clients

· Provided backup coverage for our Remedial Project Information Center

· Scanned and emailed documents

· Screened phone messages from residents for installation of Vapor Mitigation Systems

· Distributed mailings to Environmental Protection Agency and New Jersey Department of Environment Protection

· Assisted in residential mailings
· Prepared client presentations
· Coordinated files for distribution to Iron Mountain
3/09 – 2/10
Honeywell, Jersey City, New Jersey (Leafstone Staffing)

Administrative Assistant/Receptionist to Construction Management/Engineering Team. 
· Assisted Construction Manager with meetings
· Assisted Engineers with distribution and copying of documents
· Recorded minutes for Engineer meetings
· Organized emails
· Copied and distribute manifests for the Waste Management Team
· Coordinated meetings
· Maintained Excel spreadsheet of the filing system.
2/06 –4/08
Towers Perrin, New York, New York


Executive Assistant to the Senior Practice Leader of the New York office,


Principal, Consultant and Associates in the Health & Wealth fare Group

· Scheduled travel and car service arrangements
· Scheduled conference rooms for meetings
· Scheduled conference calls
· Distributed timesheet and expense reports
· Entered new client contracts into the ACT system
· Billed clients each month with the Oracle billing system
· Prepared and distribute client bills each month
· Prepared presentations for clients on PowerPoint
· Prepared interview packets
4/03 – 1/06
Temporary Administrative Assistant Assignments

· Merrill Lynch, New York, New York

· UBS Investment Bank, New York, New York

· Goldman Sachs, New York, New York

· Morgan Stanley, New York, New York

· Volvo Finance North America, Montvale, New Jersey


Administrative Assistant assignments in the Investment Banking, Corporate Credit Risk,
Holding Company and Global Private Client Group Divisions supporting Managing Directors, Directors and staff

· Schedule large group meetings and conference calls

· Prepare presentations on PowerPoint

· Coordinate domestic and international travel arrangements


Executive Assistant to Managing Director and Chief Operating Officer of the


Equity Sales Division

· Prepared detailed and complex travel itineraries
· Coordinated meetings and conference calls
· Prepared client presentations on PowerPoint

Administrative Assistant to the Vice President and two Associates and two Analysts


of the Investment Banking Division

· Arranged meetings and conference calls

· Prepared travel itineraries


Executive Assistant to the Managing Director, Vice President and two Associates of


the Institutional Division
· Provided heavy calendar scheduling

· Coordinated large group meetings and conference calls

· Arranged international travel itineraries


Administrative Assistant to the Chief Financial Officer and Controller of the


Finance Department

· Prepared client presentations on PowerPoint

· Maintained calendars for the department

· Distributed monthly operating expense report

· Prepared monthly report on Excel


1/02 – 2/03
Dewey Ballatine, LLP, New York, New York


Administrative Assistant to the Director and Controller of the Finance Department
· Scheduled meetings and conference calls

· Prepared expense reports and invoices

· Coordinated distribution of Transitcheks

· Prepared wire transfers

· Prepared and distributed financial reports on a monthly basis

· Maintained attendance record and performance reviews for the department

· Arranged department’s holiday luncheon

2/00 – 10/01
Citigroup Asset Management, Salomon Smith Barney, New York, New York


7 World Trade Center, Executive Suite – Downsized due to September 11, 2001


Executive Assistant to two Managing Directors, Director and General Counsel of


the Executive Floor in the Asset Management Division
· Arranged large group meetings and international conference calls

· Coordinated extensive domestic and international travel itineraries

· Prepared weekly legal report for the division

· Prepared invoices and expense reports

· Coordinated yearly off-site sales meeting

2/98 – 11/99
PricewaterhouseCoopers, LLP, Teaneck, New Jersey


Downsized due to corporate restructuring
Executive Assistant to the Client Service Manager and five consultants of the

Communications Department

· Extensive editing and proofreading of letters and documents
· Maintained calendar for the department
· Coordinated with Production, layout of healthcare benefit handbooks for the clients
· Created presentations on PowerPoint
Education:
1984 – 1987

Bergen Community College

Paramus, New Jersey


A.A.S. Degree – Secretarial/Word Processing

Skills:
Typing:


80 wpm


Gregg’s Shorthand
70 wpm


Computer:


Word, Excel, PowerPoint, Outlook, Access, Visio, ACT System,






Lotus Notes, Lotus 123, Internet Explorer, PC Docs, SharePoint






LDRPS System, Adobe Acrobat 6.0, Ariba T&E System and Oracle

References:
Furnished upon request

