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OBJECTIVE

Adaptable, resourceful, personal, detail oriented and confidential executive assistant with proven record of accomplishments; is seeking full-time opportunity while staying in the administrative arena.
EMPLOYMENT HISTORY

    2006 – 2009     Personal & Executive Assistant and Office Manager
WINDSOR INTERNATIONAL
    2005 – 2006     Senior Executive Assistant to COO/CFO


McAFEE, INCORPORATED

    2001 – 2005     Senior Executive Assistant to CFO


i2 TECHNOLOGIES
    1989 – 2001     Quality Manager / Senior Support Administrator             IBM
RELATIVE SKILLS

SOFTWARE:
· IBM platform – all products

· Microsoft – Outlook; Excel; Word; Paint; PowerPoint
· QuickBooks & Quicken

· Internet Explorer

· ACT
· Type 92 wpm

EXECUTIVE SUPPORT:
· Provided relevant information and took on new assignments with error-free results in the most efficient and productive manner possible to make principal’s workload less stressful.

· Flexibility enabled me to meet all professional requirements on a daily basis (‘on-call’ 24-7)
· Available at principal’s discretion for regular interaction of assignments from daily calendaring, scheduling meetings, expense controls to domestic and international travel.
· Treated all phone, personal and face-to-face conversations as confidential information at all times.
· Interacted weekly with Human Resources, IT and all other divisions.

· Back-up support to senior management administrative team.


PERSONAL SUPPORT:
· Managed household staff and contractors

· Payroll for household staff, contractors, and vendors

· Maintained nine checking and cash accounts

· Liaison for family, friends, Trustees, estate planners, attorneys and corporate executives
· Scheduled private plane trip activities

· Managed all purchases, rentals, limo, car activities

· Purchased gifts and gratuities for staff, family and friends

· Planned and facilitated family events

· Decorated, remodeled, buying, selling, building, renting, refinancing personal homes and properties

· Photo journalist

· Maintained and scheduled all medical appointments, billings and history

· Scheduled and maintained history for all private group meetings chaired by principal
MARKETING / CUSTOMER / PEER RELATIONS:
· Confidential gatekeeper never disclosing company information– only to need-to-know persons.
· Maintained a positive and team approach whenever dealing with peers – supervised 28 IBM secretaries as Quality Manager.
· Promoted company at worldwide trade shows and company events.

· Focal point of all Investor Relations activities.

· Internal Communications Director and customer advocate for upcoming new airlines.

ENTREPRENEURSHIP:
· Founder and Editor of ‘HiRise Concierge’ a newsletter for high-rise and gated communities.
· Founder of ‘Claims Recovery Worldwide’ advocate for claimant against insurance companies.
· Owner of ‘Elite Service of Tulsa’ an all-purpose service company with 48 employees. – sold
· Canvassed potential clients through leads, social affiliations, etc., to foster sales and endorsements.
· Model for runway, TV, Dallas Market, and trade shows.
COMMUNITY SUPPORT:
· Combined all personal and professional experiences to support community efforts from Tulsa, OK to Dallas, TX, as Director, Coordinator, Chairperson, and member.

· Provided high quality training as advocate for children, families, staff and friends.
· Increased silent auction donated items more than 50%+ when Chairperson.

· Solicited more volunteers than ever before to citywide non-profit events.

· Validated city and company executives support for non-profits by encouraging their participation in TV Telethon as on-screen advocates.

· Recognized by my employers for outstanding contributions to my/their community efforts.
· Examples of my participation:

Dallas Chamber of Commerce - Ambassador
Dallas Theater Center – supporting to President 

Dallas Mayor’s Gala - supporting Disadvantaged Children
Dallas Multiple Sclerosis - special events Chairperson
Texas Stampede Rodeo - supporting Children’s Medical Center

Margarita Society - supporting Underprivileged Children

Soccer World Cup - Director of Protocol for Dallas venue

Scott Murray Charity Golf Tournament - Chairperson
IFR Miss USA Rodeo Queen – founded Scholarship Foundation

Oklahoma Chamber of Commerce – Director of VIP volunteers for Oklahoma Volunteer (TV) Telethon

Tulsa POPS - Arts Foundation President
IBM - ‘Volunteer of the Year’
CAREER ACHIEVEMENTS

· Implemented new and original procedures by thinking ‘outside the box’ saving time and money, as substantiated by recognition of 49 IBM Suggestion Awards. 


· Converted all hand-written personal and company history into computer case-history database.

· Professional presentation demeanor in communication and leadership with outstanding organizational skills confirmed by 2 ‘Employee of the Year’ and 40 ‘Informal Awards.’

· Originated, revised and published (from beginning to end) monthly employee and customer newsletter ‘The Legend Star’ for Legend Airlines on Publisher software.
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