Executive Assistant with 40+ years of experience
· Provided high-level administrative support to C-suite executives, ensuring efficient daily operations.
· Planned and coordinated corporate events, meetings, and conferences, managing logistics and vendor relationships.
· Organized complex travel arrangements, including flights, accommodations, and itineraries for executives.
· Maintained executive calendars, scheduled appointments, and prioritized tasks to maximize productivity.
· Managed confidential information and correspondence with professionalism and discretion.
· Assisted with project management, tracking deadlines and deliverables to support organizational goals.

