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Professional Objectives
[bookmark: _GoBack]As a career-oriented, highly motivated and innovative, experienced Office Administrator, I bring expertise in office management, staff support, and budgeting, auditing, invoicing/billing, accounts receivable/payable, Human Resources, Employee Relations, Business Development, Training and Client/Staff Relations.  I have a reputation for integrity, honesty, confidentiality and dedication with the ability to learn new tasks quickly.  Driven to manage costs and establish strategic, mutually beneficial partnerships and relationships with vendors and service providers. Undertake responsibility with minimal supervision in a fast-paced/multi-directional environment.  Focused ability to consistently accomplish objectives through organizational talents, attention to detail and meticulous follow-through; experience in handling sensitive and confidential matters and files. Work well in a team environment or in self-managed projects with little or no supervision.  

In my career I have supported Executives through personal document management, calendar organization and collateral preparation for meetings while upholding the highest regard for confidentiality and professionalism and maintain comprehensive understanding of policies, procedures, and corporate structure. Maintain an executive presence as a skillful communicator and ability to make effective decisions and engage and collaborate at all levels of the organization.
Skills & Strengths
· Exceptional written and oral communication, excellent customer service orientation
· Excellent computer skills, including Microsoft Word, Excel, PowerPoint and Access
· Highly effective and adaptable interpersonal, conflict resolution and problem-solving abilities
· Outstanding organizational and analytical skills; adept at managing concurrent projects to aggressive deadlines, self-motivated and willing to learn new skills
· Ability to carry out responsibilities in a timely and meticulous manner, prioritizes work demands, and work with minimal supervision
Experience
Executive Assistant
 ▪ November 2013 - Present
American Airlines, Inc. ▪ Philadelphia, PA
In my role as Executive Assistant my duties are to provide administrative to support to the SVP Hub Operations, Managing Director of Corporate Real Estate, VP Hub Operations and Manager of Premium Services.  Protect the integrity of confidential information for all matters pertaining to the office of the Senior Officer and American Airline.  Coordinates travel arrangements, meetings and appointments for senior level officers and executive job candidates.  Handle meetings and events that range in size from 10 to 1,200 people.  Interact with all levels of management, corporate clients, and business community leaders.  Develop and deliver highly detailed and organized documents and specifications in a timely manner which include budget outline, project timeline, meeting logistics and registration timeline.  Respond to customer requests and complaints within limits of authority and direct inquiries outside of authority to the appropriate staff member.  Create and review expense reports, check requests and invoices for accuracy.  Ensure department’s document filing is kept up to date and the filing system is maintained properly.

Duties performed outside of the realm of supporting an Executive are process employee time maintenance, payroll, track and ensure employees complete onboarding duties, including appropriate system access, badges, I9 processing, key assignments, assist with timekeeping functions, data entry, data verification, reconciliations and filing, maintains employee files, accounts receivables and budgets. Provide assistance with preparation of management presentations and special projects as required.  Troubleshoot and escalate office technology issues, including telephone and copier machines.  Administers, reviews, and monitors all local invoices through Invoice Works and disseminate as necessary.  Assist in station event planning, coordination, and execution (i.e. Do Crew, luncheons, holiday meals, recognition events). Processes bereavement letters and coordinates local communications and response.  Manage employee parking, including permitting and assignments, as required.  Accesses and manages various periodic reports, including performance, audit, expense, employee engagement and recognition, etc. Manages records for OSHA, safety, etc. (301's, weekly and annual), liaises with CRE/Facilities and vendors to track local projects, as needed

Administrative Assistant
·  ▪ June 1996 – March 2013
Philadelphia Housing Authority ▪ Philadelphia, PA
As Administrative Assistant for the Philadelphia Housing Authority my role was to provide administrative support to the various top level company Executives.  Support duties entailed detailed calendar management interaction with both internal and external Executives and Assistants to coordinate a variety of complex executive meetings, conferences and travel arrangements, including air, hotel, and car.  Respond to public and community inquiries and brief Authority staff on matters of public interest and concern.

Duties performed outside of the realm of supporting an Executive were create, process and follow-up on expense reports, purchase orders, and budgeted purchase items.  Develop public education and information materials, presentations and displays including contributing to the Authority’s newsletters, media/news media outreach and website content.  Organize, attend and present at business, community, and neighborhood group meetings regarding projects, their impacts and intended mitigations.  Oversee and implement public events, meetings, open house information sessions, etc.  Organize and participate at community outreach activities to educate the broader community about the Philadelphia Housing Authority’s, activities and projects.  Interact with vendors, processing and tracking payment of invoices, coordination of special reports, which affect department’s operations, programs and policies; investigate administrative problems; serve as representative for supervisor and department.  Selecting and ordering furniture and décor for staging model units for Homeownership display and negotiate and execute rental contracts with furniture vendor. Receive assignments from Program Director detailing the type of information needed; confer with field personnel and related units to obtain necessary data; prepare reports of findings and conclusions.

Office manager of the Community Based Management Office (CBMO) and Summer Food bookkeeper duties consisted of collecting rents, resident liaison and managed maintenance issues, performed customer service functions by answering employee requests and questions.  .    Analyze forms, correspondence, reports and records to determine completeness, accuracy of information and compliance with rules and regulations, i.e., developing and maintaining requisition and tracking system.  Maintain expenditures and budgetary control accounts and prepares necessary reports relating to account and fiscal status.  Prepared and maintained all financial transactions and records for the Summer Food program.  Maintained specific records on the following:
· Daily site reports, invoices, and bill statement, Food Costs, Labor Costs, Administrative Costs, Other Costs, Program Income
· Other related duties include:
Checking Monitor’s reports ,Preparing weekly summaries of monitoring efforts, Providing ongoing training for monitors, Visiting sites with monitors, Determining needs for and following through on corrective actions

Human Resources/Payroll duties included payroll/benefit-related reconciliations to General Ledger and other accounts, conducted audits of various payroll, benefits or other HR programs and recommends any corrective action.  Updated HR spreadsheet with employee change requests and processes paperwork, assisted with processing of terminations, assisted with the preparation of the performance review forms, prepared correspondence and new employee files.  Responsible for receiving, processing and tracking employees request for Family/Medical, Personal and Military Leave of Absence, receiving, processing and tracking employee’s jury duty reimbursement checks.  Collecting, analyzing, evaluating, and reporting information in the areas of EEO, Employee Relation’s, and Employee Benefits.  Examine report and recommend specific technical and administrative solutions by studying operational procedures, personnel requirements and equipment needs.  


Education
Strayer University Philadelphia, Pennsylvania
Associate in Arts Contracts Management, Degree 2010
Bachelors in Science Contracts Management, Degree 2012
· Alpha Sigma Lambda National Honor Society

Archbishop John Carroll High School Radnor, Pennsylvania
Academic, Diploma 1987 
References
Suzanne Boda, Sr. VP American Airlines – Los Angeles
(215) 490-7279 * Suzanne.boda@aa.com

Cedric Rockamore, VP Hub Ops American Airlines – DFW Hub
(215) 827-9201 * Cedric.rockamore@aa.com

Rhett Workman, Managing Director, LHR
(703)608-2526 * Rhett.workman@aa.com

Carolyn Sistrunk, Executive Director Housing Authority City of Danbury
(203) 460-4156 * sistrunkmary@msn.com

Gregory Russ, Executive Director Cambridge Housing Authority
(617) 520-6229 * gruss@cambridge-housing.org

Gerald Murphy, Executive Director Wynnfield/Overbrook Revitalization Corp.
(609) 468-1524
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