Elizabeth 
Career Strengths:
"A motivated administrative professional seeking a position in a challenging environment. Over 15years’ experience successfully providing administrative and secretarial support in progressively responsible roles to high level executives. Proficient in a wide range of computer applications. Well-developed communication and customer service skills. Proven ability to efficiently plan and manage multiple assignments to meet tight deadlines. A proactive problem-solver who gets the job done."
Professional Experience:
December 2013-Present
Executive Secretary (Temp)
· Provide a full range of administrative support services to multiple Consultants including, but not limited to, calendar management; providing initial response to issues or redirecting to others as appropriate, liaising with Board and School staff, members of the general public and other administrative staff

· Compile and complete monthly credit card and cash expense claims and invoices while maintaining an organized filing/document management process for electronic and paper documents

· Prepare, format and edit letters, memos, reports, meeting materials, and presentations, from draft to presentation-ready. Includes adding and formatting media, along with compiling requests for reports

· Arrange detailed plans for local and offsite meetings; prepare agendas; compile documents for meetings

· Develop and maintain strong relationships with other Board Staff internally to ensure effective communication and optimum management of the Curriculum and other Departments
· Facilitate process for making approved purchases by creating, tracking and distributing of purchase orders, cheque requisitions and credit card payments
· Maintain Purchase Order database including but not limited to creating spread sheets, data entry, generating reports, track expenditures, flag budget concerns and follow up on discrepancies
Blueballoon Health Services  May 2010-December 2013
(A Pediatric clinic specializing in Speech, Occupational, Physiotherapy, Behavioural and Psychology Services)
Office Manager
· Provides administrative and organizational support to the Director
· Provide front-line administrative services and efficient response to client enquiries and concerns
· Provide feedback, support, and development to Client Support Team members to improve client relations, productivity and efficiency
· Develop and maintain effective interdepartmental relationships with all Blueballoon team members, including Clinical Directors, Therapists, clinical teams and other support services
· Proactively manage & resolve issues related to customer billings and payments, communicating with appropriate internal and external clients and/or vendors
· Follow up and collection of overdue accounts
· Oversees maintenance of facilities; orders office and therapy supplies and equipment as needed
· Creates office systems and tools to ensure efficient and effective office management
Fundex InvestmentsJanuary 2009 – May 2010
Financial Administrative Assistant/Office Manager
· Executive administrative support to independent financial adviser
· Proactively initiate and confirm client appointments
· Client account documentation ensuring completion,accuracy and compliancy
· Contact database maintenance and upkeep
· Address client queries and concerns regarding their accounts in a timely manner
· Maintain relationship and contact with fund company client relations departments
· Deal with vendors and support staff from external suppliers
· System back up and synchronization with Financial Adviser’s laptop
· Cheque deposit and contribution processing
· Accurate mutual fund order entry ensuring correctness and completion at fund company
· All facility and general office tasks including leasing with landlord, stationary order, couriers and mail 
i3 Global  January 2008 – January 2009
Senior Administrative Assistant
· Administrative support for Senior Management, including travel arrangements, appointment scheduling and coordination, presentation preparations and set up
· Responsible for implementing, preparing and presenting on-boarding information to new employees
· Vacation tracking and reconciliation for employees nationwide
· Expense report reconciliation
· Catering for client meetings, in-house training and company functions
· Meeting preparation including room set up with appropriate presentation mediums – flip charts, laptops, projectors, screens tracking and ordering supplies for the company using cost effective strategies where possible
· Booking local and international couriers
· Receiving and distributing mail and faxes in timely manner
· Reception duties including phones, receiving and directing visitors to the correct contact or facility within the location
· Sourcing vendors and contractors for building and office issues, supervision of vendors on location, follow up when required
· Review and authorization of billing and invoice payments related to vendors and on-site contractors
ANZ National Bank   New Zealand 2006-2007
Personal Assistant / Receptionist
ScotiaMcLeod 2000-2005
Financial Administrative Assistant
Travelodge Hotel
Night Audit & Front Desk 1996-1999

Hobbies:

Swimming

Photography
Hiking
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