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Administrative Avsistont with 6+ yeare of experience flavwlexs proporation of presentations. preparing focility reports and
maintaining the utmast covfidentiality. Fosseises a BA in History and expertise in Microsoft Excel. Locking fo leverage
v knewledge and experience nto o role as Project Manager:

PROFESSIONAL EXPERIENCE

REDFORD & SONS Boston, MA
Adwinistrative Assistast Sepiember 2011 - Present

Schedule and coordinate mestings, appointments, and travel aman gsments for supervisors and managers
Tramed 2 administrative assistants during 3 period of company expansion to ensure attention to detail and
adherence to company policy
Developed new filing snd organizatioaal peactices, saving the company £3,000 per year in coatracted labor
expenses
Malntadn uimost discresion when dealing with seusitive wpics
Manage travel and expense reports for department team members
BRIGHT SPOTLTD Bosten, MA
Secretary June 2008 - Augnst 2011
o Typed docunents such as correspondence, drafls, memos. and emails, axd prepared 3 reports weekly for management
*  Opened.sorted, asd disributed incoming messsges md corespondsnce
o Purchased and maintained office supply inventcries, and being careful to adhere to budgeting practices
*  Grestedvisitors and determmed to whom and when they could speak with specific individusls
®  Recorded, ranscrbed and distributed minstes of meetings

EDUCATION
RIVER BROOK UNIVERSITY Chicago, IL

Ba
*  Graduated Cum Laude

ADDITIONAL SKILLS

*  Expert in Microsoft Office, with a focus os Excel
*  Bilmgul in Spansh aed English

o Web and tech savvy, require little to no traming
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