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Sarah L. McRae
	100 Main St., Cincinnati, Ohio  45220513-505-8875sansu@fuse.net

	Susan Sansone

	Objective

	Seeking administrative assistant position in a progressive academic organization.

	Experience

	2000-Present
	MSJ Investments
	Cincinnati, Ohio

	Administrative Assistant
· Schedule and coordinate meetings, interviews, events and other similar activities
· Send and receive electronic correspondences and postal mail and packages
· Create/edit business correspondence utilizing various software programs including Word, Excel, Power Point, Access
· Maintain files and professional documents
· Complete special projects as assigned
· Perform multifaceted general office support
· Prepare meeting minutes, event announcements, presentations, and internal support materials
· Maintain excellent working relationships with customers


	

	1993-2000
	Shermann Foods
	Cincinnati, Ohio

	Administrative Assistant
· Managed inventory of office supplies including completion and submission of invoices
· Scheduled and coordinated meetings and appointments
· Sent and received postal mail and packages, faxes, and e-mails
· Prepared business correspondence and meeting minutes
· Managed files
· Provided general office support


	Education

	1993
	College of Mt. St. Joseph
	Cincinnati, Ohio

	Bachelor of Science, Business Administration 
College of Mount St. Joseph, Cincinnati, OH



	References

	References are available on request.



