Jodith L. Allen

9999 Xxxxxxx Drive

Xxxxxxxxxx, XX 99999
(999) 999-9999    xxxxxx@xxxxxxx.net
Goal

To obtain a challenging executive support position which utilizes my wealth of administrative experience and my computer expertise

Experience/Skills

Executive Support

•
Executive support for Vice President of Worldwide Support and 7 reporting Directors including maintaining Manager/Director calendars and arranging meetings for up to 30 participants

•
Set up international conference calls for participants on 4 continents

•
Made extensive domestic and international travel arrangements and prepared travel expense reports with expenses in up to 7 different currencies

•
Maintained confidential files and reports on sensitive subjects such as layoffs, salaries, and potential acquisitions

Document Preparation

•
Prepared correspondence ranging from internal memos to mass customer correspondence using MS Word mail merge and Access database to run custom queries

•
Designed spreadsheets, databases, and reports using MS Excel and MS Access

•
Created presentations using MS PowerPoint including data and graphs imported from Excel and Access and organizational charts using MS Organization Chart

•
Designed and produced forms, flyers, newsletters, brochures, nametags, and table cards using MS Word, MS Publisher, and Adobe InDesign

Human Resources

•
Benefit Administration

•
Enroll employees and dependents at hire and during open enrollment period

•
Review Health and Dental premium bills for accuracy

•
Explain health and dental benefit coverages to employees

•
Manage Healthcare and Dependent Flexible Spending Accounts

•
Manage COBRA notifications and tracking

•
Personnel file maintenance

•
New employee orientation, set up of security clearances, run background checks, and issue keys

Event Planning

•
Planned on and off campus meetings for up to 50 participants from multiple locations including scheduling and setting up AV equipment and consolidating multiple presentations

•
Assisted in planning annual employee events such as Christmas parties and employee picnics

•
Participated in planning and implementing an annual Emergency Care conference including marketing to appropriate populations and requesting continuing education credit from appropriate agencies; conference attended by an average of 500 EMTs, Paramedics and Nurses annually

•
Helped plan and implement semi-annual graduation exercises for up to 100 students and 300 attendees

Computer Expertise

•
Microsoft Word, Excel, Access, Outlook, Internet Explorer, Publisher, FrontPage, and Adobe InDesign

•
Designed and maintained departmental website utilized by over 200 employees

•
Designed and maintained database for mailing list including multiple tables with relationships between tables, a data entry and report generation GUI, and multiple reports based on dynamic queries

Customer Support

•
Worked with populations from varied educational, cultural, and socio-economic backgrounds from doctors, nurses and business professionals to homeless teens and Welfare to Work mothers

•
Interpreted and explained policies and procedures to employees, students, and prospective students

•
Assisted students in resolving various issues such as conflicts with instructors, financial aid/GI Bill problems, and finding tutoring

Employment History


•
Northwest Youth Services
Executive Assistant
2006 to 2008


•
Western Washington University
Administrative Assistant A
2004 to 2006


•
Grand Yachts Northwest
Administrative Assistant
2003 to 2004


•
BMC Software, Inc.
Technical Support Representative
2000 to 2002



Executive Assistant
1997 to 2000

•
LifeGift Organ Donation Center
Procurement Secretary
1996 to 1997

•
IHM Health Studies Center
Registrar
1994 to 1995

•
Graphic Design, Inc.
Front Office Administration/Bookkeeper
1993 to 1994

•
University of Texas
Accounting Clerk III
1988 to 1992


     Health Science Center

•
P&S Ambulance Service, Inc.
Accounts Receivable Clerk
1986 to 1988

•
Texas A&M Emergency Care Team
EMT/Shift Lead/Educational Coordinator
1981 to 1986

Education

Texas A&M University
119 semester hours
Pre-MedlBusiness
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