Laura Abbasy
Hoffman Estates, IL 60169

                                   (773) 593-1359   akblaura@gmail.com 

      


Administrative Assistant

Summary of qualification

I am a multi-language, highly driven and creative professional with valuable experience provided support to a high-profile law firm and organization. I hope to bring my strong professional background, education, and skills to a rewarding role in an exciting, influential organization. Key strengths include: 
· Diligent, reliable, detailed oriented administrative assistant knowledgeable of all office functions. 

· Excel at developing strong relationship with staff, senior executives, and clients.
· Highly organized, entrusted by management with confidential materials, adopt quickly to new and evolving environments.
 

Professional experience
Local Spiritual Assembly of Baha’is of Hoffman Estates



2013-current
Secretary
• Prepares agenda for the Assembly meetings, usually in consultation with the Chair 

• Records all minutes of the Assembly meetings and of the annual meeting 

• Receives mail for the Assembly and presents communications of all kinds to the Local 

   Spiritual Assembly at the next meeting 

• Answers correspondence, under the direction of the Local Spiritual Assembly
International M.G Law Firm






2001-2003
 Office Assistant
· Handled client logistics including scheduling appointments; collecting, compiling and filing documents.
· Managed simultaneous projects and maintained calendars to ensure deadlines are met.

· Received and deposited payments on behalf of the law firm.
· Maintained data and communicated with clients and courts via phone email and fax.
· Communicated with Ministry of Trade and Industry and local Embassy.

BIHE, Law Department

  

  


          2000-2003
 Administrative Assistants                                           
· Provided exceptional customer service to deserved students.
·  Provided a high level of coordination and administrative support to professors.
· Managed busy calendar, coordinated meeting schedule.
· Acted as liaison between students and professors.

Other Experience

Chicago Public School





        
        2009-2012
            
    Attendant                                       




                          

· Communicated with board of education, parents and principal as needed.

· Greeted and helped parents on special occasions.
Computer Skills
Microsoft office suite; Adobe Photoshop; web site development using Front page and HTML; Database using Access and MySQL.

Education
Bachelor of Computer Application
Bangalore University

REFERENCES: Available upon request
