45 Herbert Avenue

Lindenhurst, New York 11757

 

Dear Human Resources Director, 

 

I am seeking a position as an Executive Secretary-Administrative Assistant with your organization.  I have good organizational skills with excellent communication, customer service, problem solving capabilities, human resource skills, and the ability to multi-task.  I have supported Senior level executives. I currently participate in community affairs and do volunteer work at major high profile Corporate Events for SHRM (Society of Human Resource Management and Execu-Leaders(Professional Business networking) with an attendance of 300 or more attendees while launching an aggressive job search.

 

I am confident that the professional experience exhibited on my resume will match the requirements needed for the position.  The highest personal references will be furnished upon request.  I hold an Associate of Applied Science Degree with a major in Secretarial Science-Executive from the State University Of New York at Farmingdale. While attending college, I worked for the Department Of The Army at Long Island National Cemetery under their Student Educational Youth Program.

 

I welcome the opportunity to meet with you to further discuss my skills and abilities.  Please contact me via phone at 631-957-7890 or email at hrosenth@optonline.net to schedule a personal interview.

 

Thank you for considering my request.  I am looking forward to meeting you.

 

Sincerely,

 

 

Harriet Rosenthal

 

 

Enclosure

 

 

 

HARRIET ROSENTHAL
45 Herbert Avenue
Lindenhurst, New York
631-957-7890
E-mail: hrosenth@optonline.net
 

PROFILE
A highly motivated and accomplished Executive Assistant with experience gained from the healthcare, mortgage, real estate, and pharmaceutical industries.  Demonstrated capabilities include supporting the administrative needs of both individual and groups of management personnel, handling projects from inception to completion, and initiating reports and correspondence.  Highly skilled in multi-tasking, event planning and communicating with all levels of management.  A well organized, detail and deadline oriented self-starter with excellent communication and problem solving abilities.

 

Computer proficiency includes: MS Word, Excel, PowerPoint, Outlook.

 

PROFESSIONAL EXPERIENCE
 
US Bureau Of Census- New York, NY, Enumerator–2010 - Temp Assignment

 

●  Interviewed citizens at their home who did not send their forms back

●  Peformed research via internet, in person, and phone to obtain confidential information

●  Processed forms with confidential maps, and vital statistics

 
NATIONAL GRID, Hicksville, NY, 2008 - 2009, Temporary Assignment

Executive/Administrative Assistant

 

●  Typed correspondence using MS Word, tracked files for Gas Hub 

●  Resolved consumer questions and complaints via telephone

●  Managed special projects i.e., analysis of maps, files, researched gas line status

●  Updated confidential client information into data bases, special projects

 

UNITED HEALTHCARE, Melville, NY   2005 – 2007

Executive Secretary/Sales Assistant

 

●  Prepared and coordinated all aspects of healthcare projects including preparation and   

    distribution of booklets with a peak of 500 per month

    Researched and disseminated information to customers on various types of health 

    insurance available covering the tri-state area.  Received corporate recognition from  

    senior management

●  Entered computerized information involving insurance quotes with a peak of 150 per  

    week in attaining an accuracy rate of 98%

● Coordinated seminars, maintained calendars for three executives averaging 20 with 

    participation ranging in size from 10 to 100 participants

 

Temporary Executive/Administrative Assistant/Freelance, 2003 – 2005

Clients: Cablevision, Dell Labs, Computer Associates

 

      Supported the administrative needs of the Cablevision Executive Vice President covering secretarial and administrative duties

      Performed Executive and Administrative projects, calendar management and travel itineraries for Executive Vice President and support staff for Dell Labs

      Participated in a computer research project for Computer Associates

 

TIAA-CREF, New York, NY,   1993 – 2003

Executive Secretary-Administrative Assistant

 

      Attained corporate recognition awards on two occasions for outstanding efforts in coordinating conferences and meetings with annual participation totaling 500 guests

      Performed computer research on demographic regions in successfully creating a market research library, used in evaluating future properties

      Reviewed and processed expense reports for domestic and international travel in supporting four senior managers

      Maintained and updated monthly calendars for senior executives totaling 200 per month

      Notarized and processed all legal documents for mortgage closings

      Processed employee performance reviews and handled confidential information

      Initiated, assisted and processed mortgage loan closings, deposits, appraisals, engineering and environmental for tight deadlines

      Processed checks valued $1 to $125 million, and updated information into an Excel spreadsheet

 

PFIZER Inc., New York, NY,   1987 – 1992

Began as a Secretary and was promoted to Executive Assistant

 

      Supported the executive and administrative needs for the Director of International Marketing and Financial Systems, Manager of Tax Planning and Senior Tax Attorney of Employee Benefits

 

RELATED TRAINING
LONG ISLAND BUSINESS INSTITUTE, Commack, NY 2004

Attained Certificate in MS Word and PowerPoint.

 

EDUCATION
STATE UNIVERSITY OF NEW YORK, Farmingdale, NY

Associate of Applied Science Degree in Secretarial Science - Executive

 
