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Karen Martin

4 Wheeler Street

Lynnfield, MA  01940

Cell (617) 817-4796


Career Summary
 
A well rounded, highly motivated, Executive Assistant/Office Manager with years of high-level executive support.  Efficient and organized using time-management effectively.  Ability to make sound judgment decisions creates and promotes a productive work environment by building positive relationships with exceptional interpersonal skills.   
Skills Profile
Microsoft Word/Excel/PowerPoint/Outlook/Lotus Notes
Work History



Office Manager

J.C. Cannistraro, LLC, Watertown, MA – March 2006 – November 2008

· Coordinated office re-design including, set up of new offices and workstations and the purchase of office furniture

· Purchased and maintained all office equipment (copy & fax machines, printers)

· Hired and supervised all administrative and reception staff.  Coordinated vacation time, front desk coverage, delegate workloads

· Trained all employees on telephone system, copiers, filing protocol 

· Arranged all internal and external company functions 
· Supervised co-op program, including interviews, evaluation process
· Maintained company and key managers’ licenses, membership subscriptions

· Monitored compliance of certain company policies such as: dress code, starting/leaving times, and professional etiquette

· Assisted Human Resources in updating the Company Handbook and Vacation Policy

· Assisted Human Resources with Employee Evaluations

· Assisted Ownership in updating the company Procedures Manual

· Assisted Project Managers with travel arrangements

· Facilitated off-site meetings

· EEO Officer

· Maintained all office supply replenishment and responsible for tracking office assets 


Office Manager/Executive Assistant to President & CEO

Southworth Development (formerlyWillowbend Development), Newton, MA  
October 2002 – March 2006
· Coordinated all domestic & international travel arrangements

· Managed President’s Calendar via Outlook

· Assisted President & CEO with Corporate Meetings

· Created PowerPoint presentations for meetings 

· Responsible for hiring, training and managing office staff

· Prepared Year-end performance evaluations for Administrative Staff

· Worked directly with outside vendors and contractors for office building

· Managed office building and tenants

· Coordinated office move for 15+ employees

· Coordinated staff office dinners for 100+

· Managed American Express account 

· Prepared expense reports

· Maintained a high level of confidentiality


Administrative Assistant to Senior Vice President of Sales

Tommy Hilfiger Footwear, Inc., Lexington, MA 


October 2001 – October 2002

· Coordinated all domestic and international travel arrangements

· Maintained executive’s calendar via Outlook

· Prepared daily and weekly sales reports by working closely with our Sales Planning & Analysis group

· Prepared presentations for sales meetings and shoe tradeshows

· Daily contact with buyers and retailers

· Acted as the key liaison to our entire remote sales force

· Coordinated meetings and conference calls




Executive Assistant to President & Chief Executive Officer

Triangle Corporation, Malden, MA – November 2000 – August 2001

· Coordinated travel arrangements

· Maintained CEO’s calendar via Outlook

· Coordinated golf tournaments, annual fundraising dinners and office functions

· Coordinated Board Meetings

· Responsible for preparing monthly board packages

· Prepared minutes for meetings

· Attended annual tradeshow in Chicago


Senior Executive Assistant
Arthur Andersen LLP, Boston, MA  – November 1988 – November 2000

· Administrative support to three senior partners 

· Coordinated business and personal travel

· Maintained Partners’ calendars 

· Maintained and updated client contacts 

· Prepared manager and staff evaluations

· Audited time reports and delegated workflow for 20 Administrative Assistants

· Assisted with CPA renewals

· Prepared and coordinated charity events

· Recruited new hires

· Processed monthly billings to clients

· Coordinated client mailings

· Prepared expense reports

Education
Associate Degree in Executive Secretarial



Endicott College, Beverly, MA – September 1984 – May 1986

