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Qualifications Summary:

Motivated and resourceful administrative support professional with over ten years of experience providing high level support to executive management.  Demonstrated ability to exercise discretion, to communicate diplomatically, and to prioritize and complete multiple tasks by taking a proactive and detail orientated approach.   

Skills:

	· Microsoft Office Suite 
	· Interpersonal Skills 

	(Word, Excel, PowerPoint, Publisher, Outlook)
	· Organizational Skills

	· Adobe Acrobat
	· Time Management Skills

	· Internet Research
	· Typing Skills (70+ WPM)

	· Written/Verbal Communication Skills
	· Problem Solving Skills


Experience:

Liberty Resources, Inc. – Philadelphia, PA 
10/2009 - 9/2016

Executive Assistant to CEO


Finance Executive Assistant 


HCBS Executive Assistant 


HCBS Administrative Assistant 



· Provided progressively complex administrative support to senior and executive management.  Advanced within the organization to report directly to CEO.  

· Provided administrative and clerical support including drafting/proofreading/editing correspondence, mail merges, generating reports, creating presentations and spreadsheets, responding to inquiries (written and verbal), maintaining paper and electronic files, and creating forms, templates, flyers, and organizational charts.

· Supported communications and development by assisting with fundraising efforts and multiple fundraiser events, including solicitations and tracking; also assisted with creating press releases and promotional materials.

· Served as liaison between executive management and staff, consumers, vendors, community partners, and the board of directors. 

· Assisted in the preparation of confidential reports and correspondence.  

· Coordinated board and board committee meetings; compiled and disseminated information packets and reports; prepared/distributed minutes.

· Coordinated calendar events, meetings, and travel arrangements for executive management.  

· Tracked and communicated deadlines and urgent matters to executive leadership; assisted with follow-up and deliverables.  

Receptionist
1/2007 – 5/2009

Siegal & Drossner, PC – Elkins Park, PA
· Provided clerical support to partners including answering/directing phone calls, scheduling, taking dictation, proofreading correspondence, generating reports, ordering office supplies, and arranging for maintenance/service of office equipment.  Other duties included data entry, filing, scanning, typing, routing incoming mail and faxes, and database management.

Office Assistant
1/2006 – 1/2007 

Stanley Creations, Inc. – Melrose Park, PA

· Primary responsibilities with accounts payable included entering invoices, maintaining files, and assisting with paying invoices.  

· Secondary responsibilities included updating inventory databases, price lists, and projections under the direction of the Vice President of Marketing.  

Work-Study Office Assistant
9/2001 – 12/2001, 1/2000 – 5/2000

Tyler School of Art Admissions Office, Temple University – Philadelphia, PA  

· Assisted with facilitation of admissions process including answering applicants’ questions, processing applications, maintaining files, tracking and communicating application deadlines to applicants, and scheduling appointments and tours.  

· Provided administrative support including typing, data entry, answering/directing phones calls and leading tours of the campus.  Also assisted with recruitment during open house events.

Education:

1999 – 2002
Tyler School of Art, Temple University

Philadelphia, PA

1995 – 1999
Cardinal Dougherty High School            

Philadelphia, PA
References:    
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