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Brenda gross 

SENIOr administrative assistant

SKILLS:

· Microsoft  Office Suite; Word, Excel, PowerPoint, Access, Publisher, and Outlook

· Excellent Customer Relations and Communication Skills

EXPERIENCE: 

June 2008 – Present:  Data Solutions & Technology/DCoE, Silver Spring, MD

SENIOR ADMINISTRATIVE ASSISTANT

· Provide Front Desk Support; greet and direct visitors; ensures completion of sign-in/out procedures. Screen incoming telephone calls and transfer or take messages as appropriate.  Respond to inquiries via e-mail, in person, and over the phone. 

· Manage Calendars; manage the DCoE master calendar in eRoom. Update significant event and weekly calendars. Schedule and coordinate appointments; arrange meetings and conferences (conference calls and VTC).  Notify personnel staff of upcoming events and changes.

· Administrative Services; Assist in processing new employees.  Utilize the internet to assist in research. Prepare agenda, SE Calendars, meeting roster, and presentations for staff meetings and huddles. Take minutes at staff meetings.  Update staff directory and forward, as required.  Coordinate and manage disposal of confidential documents following federal guidelines for Burn-Bag procedures.  Serve as Emergency Evacuation POC for the offices – assist with evacuations, maintain emergency radio and track attendance during evacuations.

· Arrange Travel; Plan and schedule travel for Government personnel.  Make travel arrangements and provide assistance in post trip completion of travel vouchers.  

· Schedule Training; Coordinate, schedule, and conduct (as needed) training for Government and contract personnel; initiate contact with government and other training offices to ensure timely attendance at training events. Maintain training records.

· Maintain and Track Files; Establish, organize, maintain, and track electronic and hard-copy files and records of correspondence, policies, procedures, and other administrative office documentation.  Review and login incoming correspondence and faxes to determine proper routing or action. Mail correspondence, as needed.  Input and track memo actions into Livelink. Draft, edits and proofreads correspondence, documents and memorandum. File policies/procedures on the G drive and eRoom. Prepares reports, tables, charts, graphs, and presentations.  

· Office Supplies and Equipment; Order, receive and restock office supplies needed for routine and special needs operations.   Coordinate maintenance and repairs of office equipment.  

· Facility Maintenance; Coordinate maintenance and repairs to the facility and office furniture.

January 2008 – June 2008: Data Solutions & Technology/DOE, Washington, DC

SENIOR ADMINISTRATIVE ASSISTANT/BUSINESS ANALYST

· Provide executive level secretarial and administrative assistance to senior managers Office of the  Chief Information Officer as Co-author of OCIO Administrative Standard Operations Procedures Manual

· Provide assistance to senior management in development of Standard Operating Procedures Manual for Courier and Messenger Service

· Generate and provide analysis of data for report preparation

· Responsible for managing high volume of inquiries and tasks

· Prepare and process a large volume of  correspondence, memoranda, reports, spreadsheets, briefings, databases and agency forms 

· Ensure proper standards for written communication including editing techniques such as grammar, spelling and format preparation 

· Communicate orally by use of multi-line telephone to customer inquiries  

· Assist with development and implementation of new filing systems

· Assist with automation of monthly reports 

September 2006 – January 2008: Temporary Agencies, Metro DC 

EXECUTIVE ADMINISTRATIVE ASSISTANT

· Provided executive level secretarial and administrative assistance to senior level management within government and commercial agencies;  long history of assisting clients, customers, and government officials 

· Responsible for handling matters of a highly confidential or sensitive nature

· Prepared and revised manuscripts, correspondence, charts, forms and other material by using Microsoft Office and other appropriate software.  Proofread and edited material

March 2000 – September 2006:  University of Maryland University College, Adelphi, MD

EXECUTIVE ADMINISTRATIVE ASSISTANT (III) TO THE PRESIDENT 

· Provided executive level secretarial and administrative assistance to the President, regularly handling matters of a highly confidential or sensitive nature

· Scheduled local, national and international appointments, engagements and conferences without prior clearance.  Made arrangements and orchestrated all details of meetings and events.  Assured that President was fully briefed before meetings on matters to be considered.

· Prepared and revised manuscripts, correspondence, charts, forms and other material from copy or notes created by others using Microsoft Office and other appropriate software.  Proofread material

·  Composed replies to general inquiries requiring comprehensive program knowledge.  Signed important correspondence frequently without instruction or review

· Read and edited outgoing correspondence for procedural, typographical and grammatical accuracy with general policy and factual correctness.  Coordinated corrections to deviations or inadequacies with the writer, as appropriate

· Exercised independent judgment and initiative in establishing and revising complex and sensitive filing systems.  Created Microsoft Access databases. Entered, updated, and retrieved information stored in files and databases; customized special reports and incorporated ad hoc report capability

· Researched, analyzed and summarized information and source material for reports independently and communicated findings orally and in writing

· Received and read incoming correspondence and information.  Summarized and prioritized review of correspondence.  Screened out items to be handled personally and forwarded remainder with necessary background material

· Received and screened telephone calls and visitors.  Independently managed procedural and substantive matters and inquiries which did not require technical knowledge or referred callers to others as appropriate

· Made all necessary arrangements for national and international travel, including coordination with appropriate embassies, and independently performed required administrative follow-up and recordkeeping

· Oversaw office operations, ensured that equipment, materials, and space were used efficiently and effectively.  Assisted in preparing and administering departmental budget

· Acted as intermediary for President, interacting with officials, staff at all levels, and the public.  Provided information requiring comprehensive knowledge of institution policies, procedures and special issues

· Anticipated President’s course of action when absent and facilitated problem resolution.  Interpreted administrative decisions and policies to other staff and transmitted directions and instructions based on authority delegated by the President

· Ensured confidentiality of information.  Provided guidance and instruction to office support staff

· Supported office by using automated equipment such as facsimile machines, personal and networked computers and printers, copy and scanner equipment, voice messaging and electronic mail systems, and telephone equipment

February 1999 – February 2000: University of Maryland University College, Adelphi, MD
EXECUTIVE ADMINISTRATIVE ASSISTANT (II) TO THE VICE PRESIDENT FOR INSTITUTIONAL ADVANCEMENT
· Provided executive level secretarial and administrative support to the vice president as he worked to raise funds for the school’s “Better Opportunities” and other scholarship programs.

· Prepared and revised manuscripts, correspondence, charts, forms and other material from copy or notes created by others using Microsoft Office and other appropriate software.  Proofread materials

· Composed replies to general inquiries requiring comprehensive program knowledge  

· Read and edited outgoing correspondence for procedural, typographical and grammatical accuracy with general policy and factual correctness.  Coordinated correction of deviations or inadequacies with the writer as appropriate

· Exercised independent judgment and initiative in establishing and revising complex and sensitive filing systems.  Entered, updated, and retrieved information stored in files and databases; customized special reports

· Researched, analyzed and summarized information and source material for reports independently and communicated findings orally and in writing

· Received and read incoming correspondence and information.  Summarized and prioritized review of correspondence.  Screened out items to be handled personally and forwarded remainder with necessary background material

· Received and screened telephone calls and visitors.  Independently handled procedural and substantive matters and inquiries which did not require technical knowledge or referred callers to others as appropriate

· Scheduled local, national and international appointments and engagements without prior clearance.  Made arrangements and coordinated all details of meetings.  Assured that Vice President for Institutional Advancement was fully briefed before meetings on matters to be considered  

· Made all necessary arrangements for travel and independently performed required administrative follow-up and recordkeeping

· Oversaw office operations, ensured that equipment, materials, and space were used efficiently and effectively.  Assisted in preparing and administering departmental budget

· Acted as intermediary for the Vice President, interacting with officials, staff at all levels, and the public.  Provided information requiring comprehensive knowledge of institutional policies, procedures and special issues

· Anticipated Vice President’s course of action when absent and facilitated problem resolution.  Interpreted administrative decisions and policies to other staff and transmitted directions and instructions based on authority delegated by the Vice President

· Ensured confidentiality of information.  Provided guidance and instruction of office support staff.

· Supported office by using automated equipment such as facsimile machines, personal and networked computers and printers, copy and scanner equipment, voice messaging and electronic mail systems, and telephone equipment

· Supervised Administrative and Student-worker staff

March 1995 – January 1999:  BJ Desktop Graphic Design and Publishing, Annapolis, MD
GRAPHIC DESIGNER

· Produced professional camera-ready layout for flyers, proposals, event programs, posters, signage, and other print needs, including 1996 and 1997 “Working For $ucce$$” business directory for the Anne Arundel County, MD, NAACP

· Served as sub-contractor, transcribing court proceedings of immigration cases

February 1996 – December 1996:  Service America Corporation, Cheverly, MD

PUBLISHING COORDINATOR

· Applied page design skills and layout manipulation to create aesthetically inviting camera-ready copy for the preparation of proposals, pamphlets, flyers, signs and other printed material  

· Provided administrative support for the department, as assigned  

· Completed published documents according to deadlines set by sales director, often in a high paced office setting.  This job required reasonable comfort and ability to work with advanced graphic design and professional publishing programs that were used in page layout

December 1985 – January 1995:  U.S. House of Representatives, Washington, D.C.

CONGRESSIONAL AIDE
Legislative Correspondent, Computer Systems Manager, Office Manager, and Assistant Scheduler
· Prepared yearly, quarterly and monthly budget projections, and worked closely with House Finance office to track and keep current expenditures of the member’s official clerk hire, mail, and payroll accounts  

· Responsible for closing out congressional accounts for former Member of Congress; and assisted in the archiving official papers and records of the outgoing member

· Selected office computer system; supervised installation of computer equipment in Capitol Hill office; personally installed computer equipment and wide-area network (for Philadelphia offices), ensuring that all congressional staff and interns had security controlled access to the central server which was housed in the Washington, D.C. office  

· Worked closely with all staff to arrange for training, and to manage computerized constituent databases 

· Worked to ensure that all office equipment and supplies were up to date.  

· Performed and managed daily operations of computer system (backups, and trouble-shooting for all staff)

· Secured flight and other travel related arrangements for the member 

· Placed telephone calls to high-level government and corporate officials for member.  

· Assisted with securing venues and logistics for national meetings of the National Leadership Roundtable

· Traveled with the chief of staff and member to various meetings in Washington, DC, Philadelphia, PA and Philadelphia, PA

· Interviewed, hired and supervised congressional interns  

· Assisted with the coordination and implementation of Congressional Black Caucus Legislative Weekend

· Worked closely with the legislative director and chief of staff for women’s health and environmental issues, reviewing bills for co-sponsorship, assisted with preparing member for hearings; attended hearings; prepared “Summary and Conclusions” for Congressional Hearing Report on DC’s “Hospital For Women” bill; assisted with drafting and submission and distribution of “Congressional Record” statements, “Extension of Remarks” and “Dear Colleagues” 

March 1980 – November 1985:  U.S. Environmental Protection Agency, Air Enforcement Division, Washington, D.C. 

SECRETARY TYPIST

· Provided secretarial support to one Branch Chief, sixteen Attorneys and one Law Clerk







