Alexa Doleman
555 Dearborne Avenue • Tacoma, Washington 98408
Cell: (253) 555-5555
alexadoleman@email.com
http://www.linkedin.com/in/alexad4763

Summary of Qualifications:   

Administrative support professional for executive level staff with experience in fast-paced financial environments that demand confidential, ethical, organizational, technical and interpersonal skills. Detail-oriented and deadline focused; able to multi-task effectively.




· 
· Confidential correspondence
· Legal documents
· National travel coordination
· Meeting planning
· Training scheduling
· Board and stakeholder meeting agendas
· Internal and external customer service
· Supervision of administrative team
· Microsoft Office 2010
· Microsoft Project 2010


Experience:

Administrative Support
· Performed administrative support functions for the Chief Executive Officer, Chairman of the Board, and a team of Vice Presidents for a Fortune 500 financial institution.
· Created confidential and legal correspondence for executive leaders including documents for the United States Congress. 
· Supervised team of twenty administrative assistants; provided onsite coaching and training to keep workforce at peak performance levels.
· Coordinated all meeting, travel, and training schedules for executive leaders up to two years in advance. Created all agendas, contracts for subject matter experts, and marketing materials.

Management and Supervision
· Oversaw all operations of administrative support team that specialize in targeted needs of executive leadership and board members. Provided coaching, mentorship opportunities, training and incentive programs to help team continuously reach high performance standards. Received award for Excellence in Service from Chairman of the Board for efforts.
· Participated in staff recruitment, hiring and retention.

Employment History:

Executive Administrative Manager, Safe Financial Corporation, Chicago, IL
Legal Administrative Support, Safe Financial Corporation, Chicago, IL
Executive Travel Liaison, Capital One, Federal Way, WA

Education and Training
Business Administration, University of Redlands, Redlands, CA 
Certifications in Microsoft Word 2010, Excel 2010, Access 2010, Publisher 2010, Project 2010, and PowerPoint 2010, Microsoft Corporation, Redmond, WA
