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PROFESSIONAL PROFILE

· Executive Assistant with 3+ years of experience providing administrative support to C-Suite executives
· Organization: Adept at scheduling meeting, preparing agendas, and following up on action items
· Problem-solver: Possess strong quantitative problem solving and prioritization skills
· Achievement: Increased overall efficiency by 30% by overhauling the company’s filing system

SKILLS

· Proficient in using standard office equipment including printers, fax machines, scanners, etc
· Mastery of MS Office (Word, Excel, Outlook, Project, and PowerPoint
· WPM: 80
· Familiar with CRM systems

RELEVANT WORK EXPERIENCE

PAXWAY INC.
EXECUTIVE ASSISTANT | FAIRFAX, VA | 2012 – PRESENT
·  Manage and prioritize our partners’ schedules to ensure that their time is focused on critical, strategic issues
· Coordinate communications, track and follow up on requests, and identify those of importance which require immediate attention
· Perform a variety of accounting activities, such as preparing between 10-20 check requests, expense reports, purchase orders, and invoices a week
· Ensure and maintain confidentiality of all communications and documentation.

RED FOX
ADMINISTRATIVE ASSISTANT | FAIRFAX, VA | 2007 – 2012
· Managed an active calendar of appointments; filed expense reports; composed and prepared confidential correspondence
· Handled all domestic and international travel reservations; cutting the company’s travel expenses by 12%
· Answered and screened telephone calls in a courteous manner while taking messages with a high degree of accuracy
· Organized 3+ monthly meetings and their logistic elements (scheduling, preparing the facility, organizing handouts and/or binders for attendees, etc.)

EDUCATION

JAMES MADISON UNIVERSITY, HARRISONBURG, VA
BACHELOR OF ARTS IN LITERATURE, MAY 2007
· [bookmark: _GoBack]GPA: 3.0/4.0

