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      Mary Ann M

      
        Executive Assistant - 20 Years of Experience - Near 07462
        
        
        
        
        
        
        
        
      

      

    

    	
            Occupation:

            Executive Assistant
          	
            Location:

            
              Vernon, NJ
            
          	
            Education Level:

            Associate
          	
          Will Relocate:

          No
        


  

  






  Description

  
    Over the years I proved my worth by demonstrating passion and a sense of urgency in whatever task I was assigned. I am an I initiator of better, valuable policies. Do it right first time around. Do it with pride, enjoyment and with respect for others. Be creative, innovative and take risks. Save time and money. These qualities advanced my career to the next level. I listened. I learned.
My mentors were world-class corporate leaders who I shadowed on a daily basis. I was their gatekeeper. I made the decision to transfer my energies into Hospitality since my career path included walking on the other side of the fence, i.e., planning and managing corporate meetings and events. Easy transition with an edge in my favor. I am a social being and I can say with utmost confidence I will bring value to the team environment.
In a nutshell: I have a degree in Business Management; Certificate in Computerized Accounting; Certified Meeting and Event Planner. I am a Tony Robbins Unleash the Power Within Fire walker.  I am straight, to the point and achieve set goals.

  

  

  
    

    Work Experience

    
      	COMPANY	POSITION HELD	DATES WORKED
	
            

          
	EducationDynamics	

				Executive Assistant to CEO

				2/2007 - 2/2009
	Dun and Bradstreet	

				Assistant to CFO/President, US Ops/ Assistant to Global Leader External Communications

				3/2005 - 11/2006
	Capodagli Property Company	

				Assistant to President/Office Manager

				3/2004 - 9/2004


    

    
  

  

  
    Education

    
      	SCHOOL	MAJOR	YEAR	DEGREE
	
            

          
	CNC the Training Experts	Microsoft Office in the Workplace	2004	
              
                Trade School Degree
              
            


    

    
  

  

  





  Accomplishments

  
    Highlights:

    
    
      Companies I like:

      Large to mid sized firms

    
  

  

  
    

    Job Skills

    
      

    

    
  

  

  
    

    Keywords

    
      	Microsoft Office
	calendaring
	meeting
	event planning
	leader
	team player
	proactive thinker
	problem solver
	creative
	dependable
	multi tasking
	exceptional office management skills
	experiened
	professional
	c level exercutive
	ceo
	president
	outstanding
	results-driven
	administrative
	outstanding professional
	critical projects
	Payroll
	Quick Books
	Receivables
	Accounting
	Management
	Planning
	customer service
	administrative assistant
	telecommute
	receptionist
	staffing
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