FIRST AND LAST NAME
aDDRESS (  CITY, sTATE ( Phone: (111) 222-3333 ( EMAILADDRESS@EMAIL.COM


CUSTOMER-FOCUSED SENIOR ADMINISTRATIVE PROFESSIONAL

· Creative, results-proven administrative professional with over 13 years experience in office management, marketing, team building and customer relations.
· Polished, persuasive communicator known for handling complex issues associated with tact and diplomacy.  
· Strong reputation for creating an exceptional customer experience with dedication, enthusiasm, and integrity; demonstrated success interfacing at all levels to include clients, peers, managers and C-level executives.
· Advanced skills in Word, Excel, PowerPoint, and Lotus Notes with proven ability learning new computer programs and systems quickly; flawless execution of polished, high-level campaigns, events, and presentations.
Key Skills:
(  C-level Support

(  Tradeshows/Exhibits
(  Domestic/International Relations
(  Office Management
 
(  Supervision/Training
(  Marketing/Special Events
(  Vendor Negotiations

(  Project Management
(  Travel Planning/Coordination


EDUCATION AND CERTIFICATIONS


DEVRY UNIVERSITY, Chicago, IL (2010)
Bachelor of Business Administration in Entrepreneurship
South suburban college, South Holland, IL (1994)
Associate of Science, Accounting
first business school, Chicago, IL (1991)
Specialized Diploma in Office Management

PROFESSIONAL EXPERIENCE

MANpower, Chicago, IL
Special Projects, 2004–Present

Coordinate and support mission-critical projects on behalf of high-profile business leaders representing a broad range of industries and disciplines–firms as diverse as the American Bar Association, Time Warner, Charter One, AON, Studley, &  Xchanging. Facilitate and manage marketing functions for domestic and international firms located in the UK, Asia, India and the U.S. 
· Arrange trade shows and exhibits including booth selection and registrations as well as conduct key community presentations throughout the Chicago area. 

· Organize and provide a broad range of support duties and administrative functions for C-level executives, managers and peers. 
lasalle bank n.a., Chicago, IL  

Loan Administrator/Property Manager, 1998–2003
Directed personnel to successfully execute loan processes and office operations in compliance with corporate objectives and guidelines. Prepared and audited loan documents to ensure pre-closing requirements and exceptions were met and loan documentation complied with regulatory guidelines. Established and maintained escrow accounts, business licenses and certificates of insurance.


TECHNOLOGY

MS Office (Word, Excel, PowerPoint) ( Database Management ( Oracle ( PeopleSoft ( Type 65 wpm






