

Ellen Smith



301 Edgeboro Drive, Newtown, PA * Phone: 215-485-6484 * Email: ellensmith299@gmail.com


Key Skills and Abilities:

*Outstanding Organizational skills		*Leadership, Mentoring, Training
*Coordinate Trainings/Events Efficiently	             *Excellent Communication and writing skills
*Strong Computer skills				*Good time management
* Front desk experience

Professional Experience

Boucher & James, Inc. Consulting Engineers				   February 2017- Present
Executive Assistant

· Assisted the Municipal and Construction Managers with their daily schedule, screened phone calls, coordinated all business or personal travel and processed all expenses.
· Reviewed and finalized all correspondence (Proposals, letters, Memos) in regards with current Township Projects.
· Maintained all Projects documents paper and electronically.
· Processed the field staff weekly reports, timesheets and expenses.
· Supported the front desk with phone coverage.
· [bookmark: _GoBack]Assisted the Office Manager with ordering office supplies.


Philadelphia Children’s Alliance, Philadelphia, PA		              December 2005-February 2017
Executive Coordinator

· Supported the Executive Director’s calendar, made travel arrangements, and managed monthly expenses.
· Assisted the Executive and Associate Director with planning of in house meetings with staff and conference with key executives and Board Members.
· Coordinated all of the logistics for Regional trainings and conferences, including travel, hotel accommodations, also reviewed and submitted participant’s expense reimbursements.
· Maintained agency’s database for all of the Centers.
· Worked closely with the Finance Manager to ensure proper submission of expenses to conferences and trainings.
· .Assisted the Outreach Coordinators out in the field with any training, conference logistics.
· Provided assistance with preparation of grants and all of correspondence.
· Supervised and staffed the front desk area.





Techne, Inc., Burlington, NJ 				             March 2005-November 2005
Executive Assistant						  (Part time)

· Supported the President with his daily schedule, screened phone calls, coordinated all business or personal travel and processed all expenses.
· Provided administrative support to the CFO including, making daily deposits, copying, faxing, mail handling.
· Responsible for ordering office supplies.
· Performed any other duties as requested by the Director of Finance or Accounting Manager.

United Refrigeration, Inc., Philadelphia, PA 			       March 1999-October 2004
Executive Secretary

· Scheduled and arranged important meetings and conferences whenever required and communicating with clients by attaining telephone calls and fax messages. 
· Responded to the client and customer inquiries on a timely basis and providing word processing and secretarial support wherever necessary.
· Made calendar entries for the reporting managers and scheduled meetings and appointments.
· Prepared and maintained the data shared between the departments and recording the information accordingly.
· Attended events and meeting on behalf of the Managers.
· Provided training to the other clerical and assistant staff.
· Planned and arranged travel schedules and reservation for the superiors and executive management as needed.


Education:
Nashville State Community College, Nashville, TN
Associate Degree- Business Administration 
1985-1987

Holy Family College, Philadelphia, PA						         
Certificate in Microsoft Office word, excel
1998

Computer Skills:
Proficient computer skills (Internet, Outlook Express, Microsoft Office 2010 (Words, Excel, PowerPoint), Sage Act 2013 database 

References:
Furnished upon request

