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Senior Administrative Assistant

Executive Administrative Assistant with over 8 years of experience supporting senior leadership in high-pressure environments, including the United States Air Force. Pioneered the management of executive-level schedules and operations for a 270-personnel organization, saving 500+ hours annually through process optimization. Led the modernization of 13 Standard Operating Procedures, reducing process time by 73% and saving 173 man-hours. Recognized as ‘Top Performer’ and awarded the Meritorious Service Award for exceptional administrative management.

CORE COMPETENCIES

	Manpower Advancement
	Project Management
	Google Workspace Proficiency

	Community Readiness
	Event Coordination and Logistics
	Workforce Planning

	Stakeholder Management
	Microsoft Office Suite Proficiency
	Data Entry and Management



SELECTED ACCOMPLISHMENTS


· Liaised between senior executives, over 15 internal departments, and 10 external organizations, ensuring clear, consistent, and effective communication, which led to a 27% increase in cross-functional collaboration and timely project delivery.
· Steered resource allocation actions across 4 sections with $158M in assets supporting 35 departments, controlled a $40M fitness operation, and led 19 personnel, promoting mental resilience & physical fitness.
· Led a cross-functional team of 50+ personnel, directly supervising 5 team leads, and executed over 2K events annually with zero errors.  Improved efficiency by 25% through process improvements such as overhauling a scheduling system and implementing a "triple-check" end-of-day checklist.

PROFESSIONAL EXPERIENCE


United States Air Force (Jun 2015 – May 2024)	Feb 1, 2023 – May 15, 2024
Executive Administrative Assistant
Supervisor: Zina Dromov (520) 465-7372 

Streamlined administrative support for leadership, overseeing 227 personnel and $158M in assets, managing schedules, meetings,
and sensitive communications. Mentored junior personnel and transformed the development and execution of strategic plans.

· Designed and implemented a robust communication framework for flight operations that facilitated seamless collaboration among 50+ team members, resulting in a 90% decrease in miscommunication incidents and optimizing overall workflow.
· Managed logistics and agenda preparation for over 100 high-level events each year, directly contributing to a marked increase in stakeholder engagement; established a repeat attendance rate of 100% for key participants.
· Devised and enforced robust data protection policies, including advanced encryption and secure document disposal protocols, resulting in a significant 40% reduction in security breaches and fostering greater employee trust.

Installation Honor Guard Program Manager	Feb 1, 2020 – Jan 31, 2023
Supervisor: Marshae Wiggins (540) 779-4078

Commanded strategic and operational execution for the Air Force’s second busiest Honor Guard program, coordinating logistics for 500+ annual events while managing an operational budget of $1M across six states.

· Directed the Mortuary and Search & Recovery (S&R) team, leading 11 personnel through 49 training hours and 5 exercises, ensuring 100% task compliance, and earned recognition as 'Top Performer.'
· Spearheaded field office taskings, coordinating 510 services for mission partners, resulting in a 44% reduced workload, saving 1.3K man-hours and $30K.
· Fleet Manager: Tracked maintenance and training for 10 vehicles valued at $180K for 84 personnel, ensuring on-time arrivals and safeguarding a $590K fleet.

Hospitality and Fitness Management Superintendent 	Jun 2, 2015 – Jan 31, 2020
Supervisor: Gailyn Gonzalez (618) 531-4940 

Supervised a team of 19, implementing structured training sessions and performance evaluations; this initiative fostered a work environment that supported 47K personnel and families, ensuring adherence to high operational standards.

· Controlled a $63K fitness budget, managing financial reports and validating a 5-year strategic manning, supply, and equipment plan.
· Led hospitality services and managed 6 comprehensive fitness programs. Implemented tailored health initiatives that improved overall fitness levels by 15% and increased program participation by 20%.
· Drove talent management initiatives by creating detailed operational instructions for a 10-member agile project team, leading to a 25% reduction in project completion time. 
· Reorganized manpower, aligning 21 staff members' goals with mission requirements, which resulted in a 30% increase in project success rates.

EDUCATION

University of Maryland Global Campus
Psychology Bachelor’s Degree, summa cum laude

Community College of the Air Force 
Hospitality and Recreation Management Associate’s Degree, magna cum laude

AWARDS

Excellence in Ceremonial Services Award
· Recognized for exceptional performance supporting the Air Force's second busiest honor guard program, covering six states and over 110K square miles, exemplifying commitment and respect for service members and enhancing community relations.

Operational Efficiency Award
· Awarded for innovative postal operations and security procedures in Niger, Africa. Managed the shipment of 42K pounds of mail, resolving a three-month backlog, and earned recognition for enhancing base logistics and support during critical operational periods.

Achievement in Mortuary Affairs Operations
· Distinguished for managing a high-profile Fisher House for Families of the Fallen, housing 135 bereaved family members, and ensuring dignified transfers for 42 fallen warriors. Demonstrated superior professionalism in facilitating Department of Defense operations and supporting mass fatality incidents.

Commendation for Leadership in Fitness and Nutrition
· Recognized for steering Fitness Center operations and a $2.5 million facility renovation, managing 19 chefs, and coordinating 380 group classes.
