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Microsoft Office
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EXPERIENCE

Executive Assistant |l CHICAGD, IL

Rev Development Group, June 2007 — Present

Supported the Vice President and Chief Human Resources
Officer. Developed new hire onentation for administrative
staff, and delivered to 25 new employees fo date.
Maintained company website. Saved over 3,000 annually
by implementing new travel and per diem 5ystem.|>j
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EXPERIENCE

Executive Assistant |l CHICAGD, IL
Rev Development Group, June 2007 — Present

Supported the Vice President and Chief Human Resources
Officer. Developed new hire orientation for administrative
staff, and delivered to 25 new employees to date.
Maintained company website. Saved over $3,000 annually
by implementing new travel and per diem system.
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Thank you so much for the time that you took yesterday t
Administrative Assistant position. It was great to meet you and le
administrative needs at Vesta Insurance. On my tour of your buil
- important it is that your Administrative Assistant not only be the
the company, but also an integrated member of the staff willing
issues arise. [ completely agree with that philosophy and T know 1
be an asset to your company.

. [ am very enthusiastic about the position and am particula
for someone specifically with website maintenance experience. 1
how well maintained and thorough your company’s client databa:
new database system, I believe my experience troubleshooting da
excellent candidate for Vesta Insurance Group’s team.
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you 0 much for the time that you took yesterday to intervier
ssistant position. It was great to meet you and learn more about ye
Vesta Insurance. On my tour of your building, you mentioned how
Administrative Assistant not only be the welcoming face and voice
integrated member of the staff willing to help problem-solve when -
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EXPERIENCE

Executive Assistant Il CHICAL
Rev Development Group, fune
Supported the Vice President
Resources Officer. Developed
™ administrative staff, and deliv
to date. Maintained company
$3.000 annually by implemen
diem system.
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EXPERIENCE

Executive Assistant Il CHICAGO, IL
Rev Development Group, June 2007 — Present
Supported the Vice President and Chief Human
Resources Officer. Developed new hire orientation for

™ administrative staff, and delivered to 25 new employees
to date. Maintained company website. Saved over
$3,000 annually by implementing new travel and per
diem system.

- Office Manager SPRINGFIELD, IL

Carter Taylor Investments, October 2007 — June 2007
Managed all administrative responsibilities for staff of
100+. Pioneered the use of CRM database software
(Salesforce) for tracking business contacts and
managing financial advisors’ schedules.

Administrative Assistant SPRINGFIELD, IL
Icon Office Solutions, May 1997 — October 2001

- Supported the Operations Manager, Branch Manager,
and two Service Managers. Answered and directed
incoming calls for six phone lines. Processed monthly
sales bills for an average billing cycle of $350,000+J
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Indent Left

Choose how far to move the
paragraph away from the left
rargin.

To change the margins for the
whole documnent, click the Margins
button.




