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QUALIFICATIONS SUMMARY

I am a highly ambitious, personable, and dedicated Executive Assistant with valuable experience providing high-level support to executive officers.  I hope to bring my strong professional background, education, and skills in coordinating, planning, and daily operational managerial support and administrative functions in an exciting and influential organization.  Key strengths include:
· Demonstrate capacity to provide comprehensive support for executive-level staff, excel at calendar and scheduling meetings, coordinating travel, and managing all essential tasks and project management of special projects.
· Proven track record of accurately completing research, reporting, information management, and marketing support activities within demanding and competing time frames.

· Adapt at developing and maintaining administrative processes that achieve organizational objectives.  Strong communicator and ability to collaborate effectively with diverse clientele.
· Team focused, independent, and self-motivated.   Highly focused and results-oriented in supporting complex, deadline-driven operations; able to identify goals and priorities and can proactively resolve issues through a projects lifecycle with project management skills.
· Proficient in Microsoft Office Suite (Word, Outlook, Excel, PowerPoint), Visio, Windows, Adobe, internet, data base systems and programs, type 70+ wpm with complete accuracy.
PROFESSIONAL EXPERIENCE

Neighborhood Health Center
April 2010 to Present
Executive Assistant
Beaverton, OR
Provided high-level administrative support to the Chief Executive Officer of health care clinics

Perform a variety of support functions such as writing and editing correspondence and contractual documents, receiving visitors, and handling informational requests.  Maintain busy outlook calendar, scheduled executive-level meetings, event coordinator, arranged travel, conference and itinerary portfolios.  Prepared meeting agenda’s and carefully monitoring follow-up action items.

Key Achievements:
· Set up and maintained corporate and personnel files
· Edited HR manual, co-edited policies and procedures
· Clinic initiatives project management coordination

· Follow-up tracking of project status

· Research and compile report data and information
· Set up board of directors manuals and documentation

· Event coordinator for meetings and events
· Catering, meeting preparations, company communications

· Purchasing of office supplies, furniture and equipment

· Project management of Provider credentialing and CME
· SharePoint development, implementation and roll-out
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US Barge, LLC
August 2006 to September 2009
Administrative Assistant
Portland, OR
As Administrative Assistant, I provided ongoing support to the President, CEO, Operations Manager, Sales and Marketing Manager, and Project Manager
Key Achievements:

· Upon hire, set-up created company operational file structure
· Operated as office manager and production photographer
· Scheduled appointments, prepared and edited correspondence, answered and screened calls

· Created highly effective organizational filing systems for new company start up, including easy access to critical information and streamlined office functions of filing and offsite storage, organized paper and electronic corporate files.

· Maintained Document Control, processed engineering drawing releases for shop fabrication, managed all contractual documents and correspondence
· Excellent communications with customers, owner’s reps and regulatory agencies 

· Event Coordinator, purchased gifts for clients, event and production photographer

· Processed expense reports, compiled labor hour reports, maintained office equipment

· Travel and Trade Show Coordinator:  International Workboat Show, New Orleans

Family Wealth Institute
September 2005 to June 2006
Executive Assistant
Portland, OR
As Executive Assistant for the Investment Advisor and Mortgage Realtor
Key Achievements:

· New company start up, set-up company operational files
· Opened vendor accounts, set up front office

· Managed state and regulatory licensing and CE requirements

· Answered phones, screened calls, scheduled appointments, greeted guests

· Managed Outlook calendar and emails

· Event coordinator, prepared travel arrangements

· Created and edited correspondence, internet research

· Processed investment applications

Paulson Investment Company
January 2003 to August 2005
Licensing and Registrations Associate
Portland, OR
Provided administrative support to the Chief Compliance Officer and Compliance Department
Crabbe Huson Group
June 2000 to August 2002
Administrative Assistant
Portland, OR
Provided administrative support to the Office Manager, Portfolio Managers, and Management team.
EDUCATION

Associates of Arts, Business Administration
October 2012
· Heald College, Portland, Oregon


