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PROFILE

Skilled and dedicated Executive Assistant with a proven track record as a team player demonstrating strong analytical and organizational abilities as well as excellent communication and computer skills (Outlook, Word, Excel, PowerPoint, Oracle, AS400, JDEdwards)
PROFESSIONAL EXPERIENCE:

Corporate offices of Tommy Hilfiger USA - New York, NY ( January 2008 – March 2010

 Executive Assistant to the CEO & EVP of Retail 

· Liaison between CEO/ EVP and their direct reports

· Schedule and plan corporate travel for the department

· Complete and submit Senior Executives’ expenses in a timely manner

· Submit HR / IT requests for employee moves or new hires (office space set up)

· Maintain conference room schedule

· Coordinate logistical details and attend all store manager meetings

· Heavy calendar maintenance

· Create power point presentations for corporate & store manager meetings

· Work with human resources submitting all reviews, salary increases, bonuses etc. in talent manager for CEO/EVP ‘s direct reports

Corporate offices of Perry Ellis International - New York, NY ( July 2005 – December 2007

 Executive Assistant to the President (Paul Rosengard)

· Create power point presentations for strategic fiscal meetings

· Meet with all Senior Vice Presidents once a week to prepare and distribute the Executive Management Report to the President/COO

· Review and approve expense reports for all direct reports to the President  

· Analyze the competitive landscape on a daily basis via newspapers, magazines, and the internet to update company executives with any pertinent information  

· Work with all Account Executives during trade shows to create one appointment calendar and to provide all catering needs 

· Provide administrative support including, outlook maintenance, mail, telephone coverage, heavy calendar scheduling, filing, handle all travel arrangements, group mailings, supply order

Sax, Macy & Fromm & Co., PC - Clifton, NJ ( October 2004 – July 2005

Client Support Associate/Statistical Typist

· Performed administrative support for multiple Principals: receiving and directing visitors, filing, fielding telephone calls, calendar maintenance, preparing reports and financial data
· Transcribed dictation and/or composed all types of correspondence for assigned partners relating to all external and/or internal client information
· Processed tax returns
· Proof Read and typed all client financial statements 

Randa Corporation - New York, NY ( July 2002 – October 2004

Executive Assistant to the EVP (Paul Rosengard)

· Assist the President, Executive Vice President, Senior Vice President with travel arrangements, calendar, advertising, marketing and day to day operations
· Act as a liaison to Sales Managers, Account Executives and Merchandising dept. to create and analyze all Sales Reports: weekly selling by program, gross margin, and year end estimates

· Personal Assistant to the Executive Vice President 
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EDUCATION:

· Bergen Community College - Paramus, NJ ( September 1997 – June 2000

Business Administration:  48 credits GPA – 3.5

· Chubb Institute - Parsippany, NJ ( July 1995 - January 1996
Diploma:  Personal Computer Specialist Curriculum

SKILLS:

· Language Skills:  Fluent in Spanish

· Excellent computer skills including, Microsoft Office (Outlook, Word, Excel, PowerPoint, Access), AS400, JDEdwards, Oracle, Business Objects, Pro Systems, Lacerte
