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Professional Overview
Enthusiastic and driven Executive Assistant with 15+ years proven expertise in problem solving, schedule management, meeting/event planning and managing daily office functions working with varying levels of company executives.   Seeking employment within the Vacation Destination and Hospitality industries where proven administrative experience is coupled with passion for exceptional customer service and quality assurance.
Skills Summary 
· Schedule management 

· Project planning and management 

· Contract review and process
· Advanced social media management 

· Special event and meeting planning

· Travel arrangement
· Report development 

· Creative process development 

· Employee training & development 

· Account management 

· Creative problem solving
· Customer Service

Professional Experience 
Enterprise Holdings Inc. – St. Louis, MO

                                                    2001 – 2012 
Account Coordinator – WeCar Division                                                                                 October 2011 – October 2012 

Primary contact for Sales Directors in set up and implementation of new car sharing accounts under WeCar brand:

· Contract review and processing

· Establish and confirm logistics of locations

· Review vehicle demand on potential usage

· Analyze, trouble-shoot and determine resolutions to customer requests based on system capabilities
· Coordinate technical equipment order processes, installations and testing for each vehicle to insure proper communication with system technology
Intern program facilitation for each established university/college based accounts across U.S. and Canada:

· Conference call management discussing marketing expectations of each semester
· Provide leadership and coaching materials for marketing challenges

· Review of progress reports and daily upkeep of Yammer.com feed by addressing intern’s concerns
Team process analysis accomplishments:

· Produced team checklists and documenting tools for developing new car sharing accounts, from initial talks to launch, which resulted in increased team efficiency and productivity. 
· Worked with department’s technical specialist and company IT team in developing new and improved equipment ordering and processing procedures. 

Administrative Assistant / Team Coordinator – WeCar Division                                         March 2011 - October 2011 

Direct Assistant to Asst. Vice President and Corporate Rental Manager of division. 
· Oversaw daily office operations for team staff with growth from 7 to 22 employees in 8 months time.
· Facilitated on-boarding of new employees by training in office systems, databases, policies and procedures
· Prioritized daily tasks and projects including: call logs, meetings, travel  arrangements and expense reports
· Executed all aspects of team office headquarter moves

· Improved communication efficiency as primary liaison between field sales contacts, company executives, various company divisions, clients and vendors
Executive Assistant - Southeast Regional Operations                                                              March 2007 - March 2011
Administrative Assistant - Southeast Regional Operations                                             November 2001 - March 2007

Hired as Administrative Assistant directly assisting team of 10 including Assistant Vice Presidents in the Rental, Remarketing, Car Sales and Human Resources business lines.  Advanced to Executive Assistant of team in 2007 directly reporting to Senior Vice President and Vice President of Finance; overseeing Administrative Assistant and cross training with Business Analyst. 

· Maintained and prioritized all areas of administrative work including; data entry, file organization, general office equipment troubleshooting and resolution, inventory and office supply purchases
· Key involvement in maintaining contact with General Managers, Vice Presidents and Assistant Vice Presidents and all business line departmental heads of field offices in the Southeast Region; offering assistance in communication and needs from corporate management
· Preparation of all executive business performance presentations and updates 

· Coordination of all logistics of new or transfer employee acclimation and needs 

· Professionally handling and routing customer concerns accordingly, assisting with issues, concerns and resolutions 

· Crossed trained with team’s Business Analyst on team reporting, leading to the development of several new team projects: 
· Developed Income Trend Analysis reporting for Rental business line 
· Designed and developed the Inventory Management Tool for Car Sales. Lead to use by the national Car Sales department. Served as primary trainer for the national Car Sales Department on utilizing this tool
· Developed improved reporting procedures for National and Regional Rate Analysis. Implemented, maintained and distributed to all of North American Rental Operations 
Core Accomplishments within Enterprise Holdings, Inc.
· Served 8 years on the International HR Conference planning committee overseeing registration, communications, material distribution, and onsite management of conference staff with attendees of 800+. 

· Served 5 years on staff of International Rental Conferences of 7,000+ attendees.  Held Staff Lead position 3 years overseeing operations of hotel and conference center housing 1,000 of conference attendees.

· Worked alongside corporate facility department and in house catering service to ensure efficient organization of order and processing procedures for onsite catering requests by Administrative Assistants. 

· Served 5 years as Lead Facilitator of a 40 member team Administrative Assistants. Hosted monthly meetings with a planning committee to provide all AAs with departmental cross training and career development in a wide variety of process and procedure development. Creation and management of organization’s intranet site and all key communications within corporate campus. 

· Spearheaded project to improve office supply procedures for 2,000 employee corporate campus at the request of company President. Analyzed all aspects of current usage and ordering procedures. Oversaw gathering and distribution of excess supplies and overages. Developed and implemented new request and ordering procedures resulting in reduced waste and expenditures. 

Orlando Gardens – St. Louis, MO


 

      

Event Coordinator / Inventory Supervisor                                                                         August 1999 – November 2001 

Coordinator for both private and corporate events including weddings, celebrations and fundraisers:

· Worked directly with client to finalize all aspects of event including; contracts, payment installments, location, menus, set-up, and theme
· Worked directly with head chef and senior event planner to meet client’s needs and special requests
Handled various administrative duties within catering office:

· Answering phones, client meeting scheduling, maintaining event contract forms and processes

· Responsible for various flyers, menus and staff newsletter production

· Maintained inventory needs and purchasing orders for all catering supplies
Signet PRomotions – MemphiS, TN


 

      

Sales Assistant /Customer Service Account Rep.                                                                            May 1997 – April  1999 

Assisted sales department working with a variety of companies including International Paper, Federal Express and Baptist Hospitals to meet their specialty promotional and marketing needs:

· Fielded initial customer requests

· Inventory and distribution of samples 
· Contract review and filing

· Order processing and fulfillment  

Served as Customer Service Representative for company’s Logo and Merchandise distribution center, overseeing several major accounts; Harrah’s Casinos, Federal Express and John Q Hammons Resorts.  
· Order processing and assistance with fulfillment needs

·  Insured accurate and timely delivery of product and
· Monitored inventory needs
Solely managed John Q Hammons’ employee recognition program.  This project involved monitoring and tracking customer feedback from the resort customers on each employee, which resulted in a tallied point system benefiting the employee with access to order various items of their liking.   
· Maintained point rewards catalog including availability and quality assurance.   
· Tracked and ranked employees nationally for JQH based on service producing reporting

· Ordered, processed and distributed monthly service awards based on rankings
Technical Skill Set
· Expert in all core functions of Microsoft Excel including experience in Visual Basic, macro management and formula development
· Advanced in a multitude of Microsoft products including Word, Publisher, Outlook, Access, PowerPoint and FrontPage
· Proven history in adapting to various software updates and new applications
· Proficient in PeopleSoft and a variety of proprietary management systems
Professional References

Enterprise Holdings 
600 Corporate Park Parkway, St. Louis, MO  63105

314-512-5000

Bruce McKee

General Manager/President

South Central Region 

AL, MS, GA, Panhandle FL

205-824-8512

Bruce.L.Mckee@erac.com

Amanda Armstrong

Meeting and Travel Manager
314-512-5392
Amanda.C.Armstrong@ehi.com
Carolyn Pleasant
Corporate Employee Events Manager
314-956-1924 (mobile)
314-512-2704
Carolyn.J.Pleasant@ehi.com


Judith Harvey
Business Analyst, WeCar Division
314-512-4096

Judith.E.Harvey@ehi.com
Herb Stufflebeam

Corporate Training Specialist – Retired 2010
408 E Pennsylvania, Staunton, IL  62088
314-495-3583

Orlando Gardens
4300 Hoffmeister Avenue, St. Louis, MO 63125

314-638-6660



Dennise Stevenor
Assistant General Manager

314-638-6660

DStevenor@orlandogardens.com
Community Refferences

Emily McLean
Director of Accounting Services

The Mission Center
3147 Locust, Suite A, St. Louis, MO 63103

314-494-1891

EmilyMclean@swb.net
Joe Chesla
Professor of Sculpture/Design
St Louis Community College at Meramec
11333 Big Bend Blvd
St Louis MO 63122
o 314 984-7627
c 314 972-2474
www.joechesla.com
jchesla@stlcc.edu
sdower88@gmail.com  ( 850-660-1777 ( 314-898-2229 (cell)

