Mary K. Fifield

Grand Prairie, Texas

Cell: (972) 804-0750
mary@prolificmom.com

Job Target

Executive Assistant

Objective

To obtain a challenging position as an Executive Assistant serving a Senior Executive or a C Level Executive in a role which will enable them to successfully achieve their objectives for the company
Skills

· Dependable self-starter with excellent organization and prioritization skills 
· Well developed skills in Microsoft Office Word, Excel, PowerPoint, Outlook and Visio
· Extensive scheduling, complex travel management and meeting coordination experience
· Strong written, verbal and interpersonal communication skills with the ability to interact with high level clients on behalf of the Executive in a highly professional manner
· Ability to analyze situations, exercise sound judgment and work independently to achieve objectives in a fast paced environment
· Professional presentation skills
· Experience in procurement for travel services and office equipment
Work History

10/05 – 6/08
Caris Diagnostics – Irving, Texas
Executive Assistant – Business Development

· Supported two Vice Presidents of Business Development and their direct reports and sales staff

· Managed extensive travel agendas with a high volume of complex travel including flights, hotel, ground transportation, meeting and travel planning for executives and clients

· Maintained and created sales analytics reports for commissions and critical sales quota data

· Multitasked in a fast paced sales environment, created and maintained files, documents, spreadsheets and presentations, prepared pre-meeting materials for review, prepared and reviewed expense reports for approval

· Extensive scheduling and time management

· Effectively communicated with and between the Vice Presidents and their direct reports as well as with other members of Senior Management and various other departments

· Interacted with high profile clients on behalf of the Executives and Directors of Sales

· Coordinated large client dinner events in remote locations

· Planned and coordinated interdepartmental, regional and national sales meetings including agenda, travel itineraries, hotel, dinner and entertainment venues

· General office management - ordering office supplies, handling mail, faxing, shipping marketing supplies and resources to Sales staff

· Corporate Travel Procurement Manager – managed relationships with the corporate travel agency, national hotel chains and rental car vendors,  maintained and negotiated contracts, communicated travel industry changes throughout the company, provided training for  travel and expense management policy and reporting

· Lead the search and procurement process to replace copy machines throughout the corporate offices

· Developed and implemented new procedures for integrating new employees into the company

· Received an employee recognition award for creativity and innovation for coaching a co-worker in streamlining and utilizing creative administrative processes 

10/99 – 10/05
Caremark - Irving, Texas



    
Executive Assistant to the EVP of Sales and Account Services


   
and the VP of Consultant Strategies
· Supported the Executive Vice President of Sales and Account Services, and the Vice President of Consultant Strategies

· Handled a high volume of confidential and time-sensitive, work related and personal information on a daily basis, and anticipated upcoming needs with coordination of meetings and agendas

· Maintained a fast paced and complicated meeting and travel schedule for the EVP as well as other executives and clients as needed
· Provided support for visiting executives and clients including scheduling transportation, coordinating meeting space, arranging catering, lending support to clients by producing meeting materials, confirming flights, gates, etc.

· Worked independently with minimal supervision and showed discretion on behalf of the EVP

· Composed and typed inter-office and external correspondence to clients; followed up on incoming correspondence and phone calls with client prospects, insured members and internal partners to ensure client satisfaction

· Interacted with clients on behalf of the EVP and VP

· Acted as a liaison between the EVP, VP, and their direct reports in order to ensure timely and effective flow of information throughout the Sales and Account Services organization as well as communication with CEO, CFO, and VPs 

· Provided support to various other Sales and Account Services staff as needed in order to ensure successful completion of sales organization goals

· Managed corporate entertainment venue tickets for the Dallas Cowboys suite and Texas Rangers seats for client and employee entertainment events 

Education

1988 - 1992     

Southwestern Assembly of God University - Waxahachie, Texas
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