My initial Phone Interview verbiage

For 10 years, as an Executive Assistant, I have supported  numerous high level executives including 1 CEO, several Vice Presidents and numerous managers both domestic and Global. 
My most recent assignment was as the Assistant to the CEO of a pharmaceutical company.  
· The company was constructing a new corporate location and I handled all of the contractors and subcontractors during that time.  

· I ran sales reports for the CEO and handled his travel and expenses.  
· The building ran nearly 75% over the anticipated cost and the company began to cut back on their expenses.  
Prior to that I was employed with Tescto Technologies until we had a corporate split in 1999.  I was on the side of the newly formed company which became known as Fischer Bros.  In reality I worked for the same company/ executives for just over 18 years.  

· I supported several Vice Presidents. 
· I booked both national and international travel and upon their return to the office I handled expenses via Concur. 
· I had daily communication with senior level managers in establishing appointments, conducting Netmeetings and processing financial authorizations

My most recent job assignment was with another pharmaceutical company in Dover, NJ as the Assistant to the CEO.  
· I was the liason between the general contractor, the subcontractors and the tenants for the renovation of the firms new location.  

· I compiled daily and monthly sales reports generated from an SAP database.  
· I researched new products for possible acquisition. 
· I was responsible for his calendar appointments and travel, both national and international.  
·  My very last assignment at Pharmacy X was to coordinate their first Global Conference being held in the Dominican Republic.  
· I was the focal point for that conference in which I handled collecting attendance fees, billing, room reservations, ground transportation, meals, entertainment during the conference and the placement of our trade show booth.  I’m proud to say that I received numerous compliments on how flawless things went, including emails from several doctors who attended the conference. 

What I’m conveying to you is that no matter what assignment I’ve been given, I’ve accomplished that task efficiently and flawlessly.  I find challenges both effortless and rewarding.  

My objective now is to secure a position continuing to support a senior level executive and to continue to utilize the skills I’ve honed. 

I believe my communication skills as well as my interpersonal and organizational skills make me an ideal candidate.  

Would you like me to provide any additional information about the points I’ve made?
