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jackieshipp1@verizon.net
Summary of Qualifications:

 Twenty years of Executive Administrative support to High level Management.  Was always aware of the budget and with research and comparison studies was able to find cost effective ways of accomplishing purchasing choices and support tools. Strengths include highly developed organizational capabilities and extensive and excellent computer, written and oral communication skills. Networking and advocacy are well honed skills. 
Areas of Strong Expertise

· Executive administrative support

· Management Team

· Cost effective purchasing

· Motivational supervision

· Liaison to Board of Directors

· Superior oral and written communication

· Produced handbook and newsletter

· Organized of meetings and celebrations

· Record keeping

· Networked
· Advocate
· Recruited Board members

· Interviewed potential employees and volunteers
· Served on Coalitions and Committees

· Performed Human Resource functions

· Problem solved
· Strategic Planning

· Training

· Budgeted
· Enrolled staff in trainings 
· Made travel arrangements

· Conducted computerized surveys

· Scheduled appointment for clinic

· Led safety committee

· Represented agency at various events and hearings

· Coordinated mass mailings

· Wrote grant proposals.

Work Experience:

1996 – 2011    St. Luke’s House, Inc. 
2007 – 2011 Executive Assistant/Manager of Administration

Provided administrative support to the President/CEO, Associate Director, and the Board of Directors, handling correspondence, scheduling, maintenance of the Admin files, representing the agency at public events. Created and maintained the Board Handbook.  Recorded minutes of all board meetings, Served on the Board Membership Committee.  Maintained record of Agency History. Published the Agency newsletter.  Reconciled all credit card invoices and signed all checks.
Within each year, planned and facilitated approximately 17 -23 meetings and events by scheduling, setting the agenda, reserving the location, engaging guest speakers and ordering the catering. Among the events organized were Farewell Tributes to two CEOs, Anniversary Celebrations, fundraisers, and annual holiday parties and staff picnics, Staff recognition meetings, Management meetings, Supervisor meetings, Grand Openings and Dedication Ceremonies.
Supervised the administrative staff and summer interns.  Participated in the interviewing of potential employees, volunteers, and Board members.  Oversaw the ordering of supplies, inventoried and scheduled replacement and/or reconditioning of furniture.  Ordered supplies and maintenance of copier/printers and negotiated replacements.  Provided administrative assistance to the clinic, Human Resources, Development and Residential Departments, Coordinated reorganization of office use to accommodate staff growth. Researched and selected vendors who served agency needs best and most cost effectively.  Implemented a plan to educate staff and minimize the Swine Flu outbreak.  Coordinated upkeep of exterior including contracting for snow removal, general clean up and repair of damage done by the winter of 2010.  Scheduled Strategic Planning Focus groups
Acted as Coordinator of Advocacy needs for the agency by recruiting supporters to contact legislators re: mental health issues, organizing people to testify before legislators, organized trips to Annapolis and Washington. Led committee for clients to learn about the importance of advocacy and registered staff and clients to vote.  Served on the Saint Mark Coalition for Mental Health and the Public Policy Committee of Community Behavioral Health of Maryland.  Participated in the organization of a debate between the candidates for County Executive regarding mental health issues.
1992 – 1995 Washington Consulting Group
Executive Assistant to the Vice President of Information Systems, Office Manager, Assistant to the Director of Human Resources 

Served as communications link between field employees and home office. Calculated actual financial status versus budget on a monthly basis. Created reports, processed insurance claims, and composed correspondence. Created presentations including tables, flow charts and graphic diagrams. Organized schedules, travel arrangements and hotel bookings.
Performed facility management of branch office. Provided administrative support to multiple divisions. Organized corporate consolidation from two facilities to one central location. Legally registered the company including unemployment and withholding accounts in more than 20 states. Coordinated two national conferences.
Prepared customized payroll forms and updated personnel files and Abra database for several hundred employees. Set up interviews with prospective employees, processed applications, checked references, and notified applicants. Maintained employee time and productivity records in Lotus. Tracked benefit options available to and chosen by employees in custom plans designed to comply with individual requirements of more than thirty states. Screened potential participants in research project. Edited a training manual on and conducted computer assisted interviews to determine the extent of employee safety provided by US companies.
Virginia State Legislature, Delegate Kenneth R. Plum
1990-1992

Legislative Assistant/Office Manager
 Managed legislative district office including accounts payable and receivable. Represented the Delegate at numerous public functions. Organized and conducted fund raising events. Prepared, organized and sent out mass mailings. Researched constituent concerns and responded to constituent correspondence, requests and questions.  Maintained records on constituent concerns, voting patterns and contributors
Volunteer activities
· Have served in numerous leadership positions at St. Luke’s Episcopal Church including the Vestry (Governing Board) Search Committee, Long Range Planning, Chaired 50th Anniversary.  Wrote grant proposals and obtained grants amounting to $9500 for enhancement of the Church labyrinth 
· Serve as Delegate to the Episcopal Diocese of Washington

· Served on auxiliary board of Episcopal Center for Children

· Served as campaign manager for Delegate Ken Plum

· Chaired the Annual. Reston Festival twice

· Served on the Juvenile Justice Committee of Fairfax County\
· Served on a Fairfax County Housing Committee

Education

Marjorie Webster Jr. College, Washington, DC. 
George Washington University, Washington, DC, 
Northern Virginia Community College. 
Trainings

Non Violent Crisis Intervention

First Aid

CPR

Microsoft Office
References available upon request
