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Professional Summary
Dedicated and results-driven administrative professional with a proven track record of providing comprehensive support to executive teams. Adept at managing multiple projects with precision and attention to detail, utilizing financial software like QuickBooks, and consistently delivering excellent customer service to clients. Seeking a challenging role where my skills and experience can contribute to organizational success.

Skills
· Proven ability to manage multiple projects and thrive under time constraints.
· Exceptional organizational skills with a focus on task prioritization and project management.
· Capable of handling confidential information, demonstrating autonomy, and making sound judgments.
· Proactive thinker who approaches challenges strategically and maintains a commitment to quality.
· Thrives in high-stress environments, adept at adapting to changing circumstances.
· Strong written and verbal communication skills, with the ability to engage with individuals and groups.
· Receptive to feedback and skilled in handling constructive criticism.
· Extensive experience in collaborating with individuals at all levels within organizations.
· Customer-focused mindset, both internally and externally.
· Initiative-driven problem solver with a creative approach and a solutions-oriented mindset.
· Possesses a keen understanding of large corporate structures and a strong business sense.
· Previous experience in publicly held companies with 10,000+ employees.
· Upholds high ethical standards and core values in all endeavors.
· Projects a consistently positive attitude.
· Internationally and multi-culturally aware and sensitive.
· Proficient in MS Office Suite, including Excel, Word, Outlook, PowerPoint, OneNote, and Internet. (Visio skills a plus)


Work History

Executive Assistant to the Director of Operations, 12/2020 to Current
The Diamond Face Institute – Remote

· Successfully managed multiple concurrent projects, ensuring timely completion and high-quality deliverables.
· Demonstrated exceptional organizational skills by effectively prioritizing tasks and projects.
· Handled confidential information with the utmost discretion and exercised sound judgment in decision-making.
· Proactively identified and addressed challenges, thinking strategically to find innovative solutions.
· Maintained a strong focus on quality in all aspects of work, exceeding expectations.
· Thrived in high-stress situations, adeptly handling challenging scenarios and adapting as needed.
· Facilitated effective communication through written and verbal interactions with individuals and groups.
· Actively sought and incorporated feedback and constructive criticism to improve performance.
· Collaborated successfully with individuals at all levels within the organization to achieve common goals.
· Prioritized customer satisfaction, both internally and externally, to drive business success.
· Took initiative to creatively solve problems and fostered a solutions-oriented mindset.
· Leveraged strong business acumen and corporate understanding to contribute to organizational goals.
· Gained valuable experience in a publicly held company with 10,000+ employees.
· Upheld high ethical standards and core values, setting a positive example for colleagues.
· Maintained a consistently positive attitude, even in challenging situations.
· Exhibited international and multi-cultural awareness and sensitivity.
· Proficiently utilized MS Office Suite, including Excel, Word, Outlook, PowerPoint, OneNote, and Internet. (Visio skills utilized as needed)







Social Media Manager/Personal Assistant, 07/2020 to 12/2020
Dr. Brent Molleken – Remote

	•	Provided strategic support during consultation and evaluation appointments, contributing substantively to patient education concerning comprehensive pre- and post-treatment regimens and medication protocols.
	•	Governed the appointments calendar with an exacting focus on precision and attentiveness to detail.
	•	Compiled post-surgical patient aftercare materials, embodying an acute sense of thoroughness and client-centered care.
	•	Drove collaborative dialogues with physicians to enhance the establishment’s social media footprint, yielding pronounced amplification of online presence and brand engagement.
	•	Analyzed and reported upon multifaceted social media and online marketing campaign outcomes, channeling insightful analytics into actionable refinements.
	•	Demonstrated adeptness in originating marketing collateral, comprising blogs, promotional materials, and advertising content for diverse social media platforms.
	•	Cultivated elevated customer engagement through astute social media interactions, fostering meaningful brand-consumer connections.
	•	Facilitated intricate domestic and international travel arrangements, meticulously crafting detailed itineraries with a focus on precision and convenience.
	•	Exemplified superior email correspondence, channeling exceptional communication skills to enhance business processes and nurture professional relationships.
	•	Effectively managed household financial matters, demonstrating acute budgetary acumen in grocery and utility allocations.
	•	Conscientiously organized clients’ residences, administering impeccable house-sitting responsibilities and undertaking pre-arrival preparations to ensure a welcoming environment.
	•	Adroitly managed residential properties, overseeing the strategic staging of homes in anticipation of client arrivals.
	•	Skillfully facilitated airport transport logistics for clients, executing with the utmost discretion in handling confidential information.


Office Assistant, 06/2019 to 04/2020
Cassileth Plastic Surgery – Remote

· Provided comprehensive administrative support to the executive team, managing calendars, coordinating meetings, and preparing meeting materials.
· Successfully managed and tracked multiple high-priority projects simultaneously, meeting all deadlines and maintaining a high level of attention to detail.
· Utilized QuickBooks to handle various financial tasks, including invoicing, budget tracking, and expense reporting.
· Demonstrated excellent customer service skills by serving as a key point of contact for clients and effectively handling their queries.
· Prepared and edited correspondence, reports, and presentations using Microsoft Office Suite, ensuring a professional and polished output.
· Exercised discretion and maintained confidentiality while handling sensitive company information.
· Actively used problem-solving skills to address and resolve administrative issues as they arose, ensuring smooth operations.
· Made valuable contributions to team efforts by accomplishing related tasks as needed, fostering a collaborative work environment.


Medical Assistant, 05/2018 to 06/2019
Rejuvalife Vitality Institute – Beverly Hills, CA

	•	Proficiently guided patients to well-appointed examination rooms, expertly addressing inquiries and skillfully preparing them for comprehensive physician evaluations.
	•	Adeptly contributed to routine checks and intricate diagnostic procedures, deftly collecting, processing, and managing specimens with meticulous attention.
	•	Demonstrated precision in clerical tasks encompassing precise word processing, meticulous data entry, and efficient phone handling.
	•	Ensured timely and accurate coordination with appropriate lab couriers, orchestrating the seamless pickup of collected lab specimens.
	•	Expertly centrifuged blood samples, meticulously adhering to clinical protocols for accurate analysis.
	•	Skillfully administered therapeutic phlebotomy, following physician orders meticulously and ensuring patient comfort and safety.
	•	Played an instrumental role in maintaining comprehensive patient records, meticulously reviewing and ensuring their accuracy and completeness.
	•	Proactively managed daily workflows, skillfully prioritizing tasks based on strategic collection priorities.
	•	Orchestrated the oversight of Age Management patients, efficiently managing medications such as HGH and Testosterone, while deftly conducting blood draws.
	•	Facilitated the electronic prescription process by effectively faxing and e-scribing medication refills.
	•	Expertly educated patients on SubQ injections pertinent to Age Management programs, while providing personalized guidance on treatment plans and medication usage.
	•	Skillfully supported cosmetic procedures, cosmetic surgeries, and laser procedures, delivering thorough patient education and ensuring procedural accuracy.
	•	Played an instrumental role in nursing procedures, including suture removal, dressing changes, and the meticulous completion of pathology and lab requisition documents.
	•	Seamlessly handled the processing of PRP and Stem Cells in conjunction with injectables and liposuction procedures.
	•	Actively participated in surgical procedures, demonstrating precision and attention to detail during Liposuction and Fat transfer surgeries.
	•	Displayed exceptional supply chain management skills by accurately ordering essential supplies for the back office and surgery center.
	•	Responsibly managed equipment maintenance, promptly coordinating repairs with technicians to ensure uninterrupted functionality.


Education
Expected in 01/2025
Glendale Community College - Glendale, CA

Certificate
Medical Assistant, 2010
Everest College - Arlington, VA
Honoree of magna cum laude
GPA: 3.80

GED
05/2007
Friendly High School - Fort Washington, MD


