Senior Administration Officer Resume
Janis Smith





10 Broad Street

My City, NH 01010

(617)555-1212
Education
Katharine Gibbs School – New York City, New York

Office Administration & Executive Assistant Training

Associate of Occupational Studies Degree in Business Administration

Secretarial Skills / Administrative Assistant Knowledge
	· Office Systems and Procedures

· Payroll Administration

· Business Communications

· Attendance Management

· Organizing / File Maintenance
	· Scheduling Expertise

· Supervisory Management

· Meeting Logistics

· Expense Account Preparation

· Integrated Computer Applications


Career Achievements
· Organized meetings of local secretarial / administrative assistant pool throughout corporate offices to facilitate sharing of ideas and common concerns.

· Received special achievement award for helping to put together presentation package for the marketing division’s five-year operating plan.

· Elected administrative assistant of the year in 2013.

· Developed new process for the reserving of conference rooms via Microsoft Outlook / Calendar throughout the corporate headquarters location.

Work Experience
Marketing USA Corporation, Glen Falls, NH   7/2011 – present

Senior Secretary.  Reported directly to the vice president, marketing and advertising.  Responsible for, and acted as lead in coordinating the activities of seven administrative assistants.  Prepared monthly performance / scorecard reports including pulling information directly from source systems and / or subject matter experts.

New Company, My Town, Vermont 10/2004 – 7/2011

Administrative Assistant.  Maintained departmental personnel records for local group of seventeen associates.  Coordinated calendars, established meeting schedules and organized agendas.  Administered payroll, expense accounts, travel plans, and training schedules.
