Gloria L. Sutter-Harris
Mobile: 708-785-4569
globugart@yahoo.com
135 University Street, Crystal Lake, IL  60014

	             					                
PURPOSE STATEMENT
Passionate about serving others with my Office Management & Administrative skills.

OVERVIEW
Multi-talented Administrative/Office Manager with a combination of organizational skills and artistic/creative talent with a track record for improving processes and customer service/satisfaction in a range of industries including associations, retailing, the fine arts, not-for profits, education and manufacturing. Ability to successfully manage multiple tasks in a fast-paced environment typified by rapidly changing priorities has been tested and proven in entrepreneurial as well as Fortune 500 environments. Microsoft Office Suite Proficiency.

PROFESSIONAL EXPERIENCE
LEXINGTON HEALTHCARE, Lake Zurich, IL						                  2012 to 2013
Activities Assistant
Daily caretaking of the Nursing Home residents, by serving them at meal times and encouraging their involvement in creative activities throughout their day; Activities include art projects, cooking club and music ministry.

COLLEGE OF AMERICAN PATHOLOGISTS (CAP), Northfield, IL
Office Manager/Administrative Assistant						                  2007 to 2012
Managed a broad range of office administrative functions including premises, mail, office supplies, office equipment, an international Outlook inbox, work requests and emergency procedures, while acting as the liaison between the organization and the building property manager. Also, provided general administrative support for an office of 45 staff including expense report preparation, affiliate license processing, meeting coordination, travel arrangements, catering, file maintenance and specific functions as required for a team of five Clinical Managers.

MESSIAH LUTHERAN CHURCH, Wauconda, IL
Preschool Enrichment Program 			                                                                      2006 to 2007
Managed Enrichment Program by coordinating daily programs for the Church’s Kid’s Club with responsibilities including daily care of the children, organizing and teaching art, music, drama, cooking and PE classes and supervising three assistant teachers.

WHOLE FOODS MARKET, Palatine, IL
Payroll and Benefits Specialist							                  2005 to 2006
Managed and provided assistance to more than 80 employees regarding medical, dental, vision and life insurance, stock purchase and retirement plans and payroll administration. Assisted Store Manager with disciplinary matters.

RENAISSANCE FINE ART SCHOOL, Lake Zurich, IL	
Art Instructor											     1997 to 2005
Created curriculum and taught art classes to adults and children	
Social Events Coordinator	
Organized and supervised parties and events, the community outreach program and developed and executed marketing strategies and programs.
												
NORTHWEST SUBURBAN CHRISTIAN ACADEMY, Wauconda, IL
Office Manager and Art/Music Teacher and Director						     1997 to 2000
Managed and operated the school office with responsibilities including maintaining the school calendar; providing administrative support to the faculty; creating and writing the weekly school newspaper; acting as the school nurse and public relations/marketing resource, while teaching art and music classes to 80 K thru 8th graders. In addition, directed two school musicals per year; managed the school office during the summer and handled the school registration process.

EDUCATION
Substantial Work leading to a BFA Degree, The Illinois Institute of Art, Schaumburg, IL, and Southwestern Christian University Online
School of the Art Institute, Chicago, IL
The American Academy of Art, Chicago, IL
Mundelein College, Chicago, IL
