Sherry S. Tuggle

2876 S. Macon Court
Aurora, CO 80014
303-923-3911

Objective:
Seeking a challenging position with increasingly more responsibilities with an opportunity to advance to a supervisor or manager role, leading a team to achieve the overall goals of the organization while exceeding customer satisfaction.
Summary of Qualifications:
· Excellent written communication skills

· Excellent oral communications and interpersonal skills

· Excellent critical thinking skills

· Strong leadership abilities
· Willing to be trained to learn a new trade/skill
Experience:

Western Union




09/06 – Present



Englewood, CO

Executive Assistant to SVP, Corporate Tax

Responsible for coordinating calendar and request for time.  Manage department budget.  Responsible for preparation of presentations, correspondence and memoranda’s of a highly confidential nature.  Prepare meeting agenda’s.  Arrange travel both domestic and international.  Submit expense reports in a timely manner.  Collect visitors.  Assist with processing of filing tax extensions, audits and ad hoc duties as necessary.  Distribute mail.  Maintain office equipment.

Norgren Group




08/05 – 09/06


                  Littleton, CO

Executive Assistant to the CEO, CFO, VP, Human Resources & VP, Operations

Composed highly confidential correspondence.  Make domestic and international travel arrangements.  Manage expense reporting. Coordinate conference calls and meeting schedules, monitoring schedules and prioritizing assignments.  Insures appropriate follow-up and necessary deadlines are met.  Prepare monthly and quarterly financial statements.  Create presentations for HR training. Performs routine office functions such as distribution of mail, answer phones and faxing and order office supplies.  Make independent administrative decisions in the absence of the executives. Maintain the integrity of the company by assuring that confidentiality is preserved. 

Anthem BCBS




10/03 – 06/05


                   Denver, CO

Executive Sales Assistant, Small Group Sales (1-50) / Large Group Sales (51-499)

Anthem BCBS 




06/00 – 10/03

                                Denver, CO

Executive Administrative Assistant to VP of Marketing and Sales

Provided advance level sales support to small and large groups. Conduct finalists and open enrollment presentations. Assembles and distributes open enrollment packets. Responds to potential customer inquiries to include request for proposals and bids.  Researches and resolves moderately complex claim and benefit issues.  Responsible for ongoing maintenance and market/sales analysis and work collaboratively with Sales, Creative Services, Product Implementation and New Product Development.  Responsible for product support activities and work with agents, brokers and other distribution channels.  Manages overall department budget.  
Arthur Andersen LLP



09/98 – 06/00


                   Denver, CO

Executive Administrative Assistant to Partner

Maintain appointment schedules, organizing executive & staff meetings, assisting with and tracking projects, organizing & maintaining filing systems.  Prepare meeting agendas and material, coding & processing invoices/prepare check request/prepare expense reports and assistance with preparation and distribution of financial reporting.

Kansas National Education Association

10/97 – 09/98

                                 Wichita, KS

Administrative Assistant to Director

Maintain appointment schedules, organizing executive & staff meetings, assisting with and tracking projects, organizing & maintaining filing systems.  Prepare meeting agendas and material, coding & processing invoices/prepare check request/prepare expense reports and creating & maintaining spreadsheets and coordinating travel schedules/reservations.

Education: 
The Women’s College of the University of Denver


BSBA Degree Program, not currently enrolled.
Training: 

CPR/First Aid Certified for Adults, Children & Infants, 04/2008




Notary Public, 08/2007 – 08/2011
Colorado Insurance Producer License, Health, Accident & Life, 02/2005 (active)
Project Leadership, Management and Communication, ESI, 09/2002 

Managing Projects in Organizations, ESI, 10/2002 
Computer Skills:
Advanced skills in MS Word, Excel and PowerPoint, ability to utilize/repair most office equipment and some warehouse machinery.
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