
	“…is highly organized and efficient in all aspects of her assigned work. She has excellent verbal and writing skills and her computer knowledge is superior.

She is highly motivated to see all tasks to successful completion. Her work ethic is good and gets along well with others, irrespective of job level, educational, or ethnic background. She is flexible with ability to change to the task at hand to get the job done with a positive approach”

Supervisor, TRI Letter of Reference 

“…Brenda received both the Gold and Silver commendations from staff through the Hugs Program for outstanding customer service…”

2006 Performance Review Excerpt, VCU 

“…I have been very impressed with her communication, organization and computer skills. She is a highly motivated individual, a self-starter and an excellent team-player. With her ability to get along with anyone, she was also able to identify and resolve potential workplace conflicts among her coworkers.”

Supervisor, TRI Letter of Reference 

Computer Skills:

MS Word, Excel, PowerPoint, Access, Outlook, Visio, Photoshop, Dreamweaver
	Brenda Sperry

5941 Sugarbush Drive ( Richmond, VA 23225 ( (804) 497-3587 ( brenda_sperry@hotmail.com

Profile 


Versatile professional adept at managing multiple projects, providing exceptional customer services, and streamlining office operations for major productivity gains.  Expert in building client/vendor databases, optimizing billing processes, and crafting high impact proposals and presentations.  Committed to strengthening interdepartmental collaboration, promoting high documentation standards, and applying far-ranging Photoshop, InDesign, Outlook and PowerPoint capabilities.

Skills Summary 

· Project Coordination

· Legal Assistant

· Human Resources

· Graphic/Website Design/VISIO

· IT Background

· Customer Service 

· Database Management

· Sales & Marketing

· Insurance Billing

· Purchasing

· Operational Streamlining

· Events/Presentation Coordination



	
	Professional Experience 


Office Team/Freelance
Richmond, VA
Mar 2009 – Oct 2011

Administrative Contractor

· Offered dedicated support to Senior Vice President, Managers, Project Managers and Team Leaders conducting research, crafting presentation materials, and collaborating with multiple departments in improving overall quality and efficiency.

· Communicated regularly with clients, vendors and contractors, scheduling meetings and addressing concerns.

· Created Access databases, standard development, expense reporting, conducted reconciliations and resolved discrepancies.

· Successfully negotiated long term contracts with:  Department of Social Services, Professional Healthcare Resources, Team ACP,  Professional Rehabilitation Consultants and Davita.

Technology Research, Inc. (Sub of IITRI Chicago, IL)
Richmond, VA

Nov 2007 – Nov 2008

Administrative Assistant – Toxicology

· Developed and implemented purchasing access database for start-up laboratory in the Center for Research and Technology.

· Purchased office supplies and laboratory equipment for engineers and toxicologists.  Coordinated accounts payable with the Chicago office.

· Supported the new hire process for laboratory personnel within the vivarium.  Compiled training and orientation packages.

· Excelled within demanding environment, successfully balancing staff and client needs.

Company Closed Due to the Economy.

VCU Medical Center 



Richmond,  VA


May 2003 – Sept 2007

Executive Secretary



· Promoted to executive assistant to the Chief Nursing Officer (CNO) of VCU Health System, responsibilities include acting as liaison between the CEO’s office and other offices both within and outside of the VCU Health System, managing the CNO’s calendar, handling patient and employee complaints.

· Coordinated BUC and BRP Committee Meetings, access database, and medical records retrieval.  Generated letters to physicians about JCAHO compliance to the Transfusion Reaction Guidelines.

· Created SOP Quality Procedures for the Apheresis ensuring compliance with FDA regulations.  
· Monitored monthly billing audit through IDX lookup for charges billed for TM procedures.  Recovered $55,000 in missed medical charges.

Southern Health 



Richmond,  VA


Oct 2002 – April 2003
Sales and Marketing Assistant








· Developed and implemented large lead prospect access database for sales team.

· Enhanced Marketing efforts through effective proposals and presentations.

· Managed reporting on retention and renewal of current accounts within Account Management.

Laid-Off Company Reorganization

Putnam Investors 
Boston,  MA
Oct 1986 – Jan 1988
Information Center Coordinator

· Promoted to Information Center Coordinator, purchased hardware and software for over 2,000 users.  Developed dbase III database for purchasing; supported team members with technical questions.

Education 


Northeastern University,  
Boston,  MA

B.S. Human Services.  Graduated September 1983.  Honors:  Kappa Delta Pi.
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