PATRICIA A. NICHOLS

ADMINISTRATIVE SUPPORT SPECIALIST

PROFESSIONAL SUMMARY

Executive Administrative support specialist with 15+ years of providing administrative support for President/CEQ’s, Vice
Presidents, Directors and Managers, in copious industries including — education, health care, automotive, banking,
consulting, and city government. Strong planning, organization, creative skills and a strong work ethic — with an
emphasis on proficiency, resourcefulness, and excellent verbal and written communication skills.

CORE COMPETENCIES

e Scheduling meetings

e Calendar coordination

e Handling phone inquiries and directing calls appropriately
Travel arranging and coordinating (domestic and international)
Board meeting preparation

e Special events and project coordination

e Expense reports

e Letter and email correspondence

e Onboarding new hires

e Organizing and maintaining files

COMPANIES/TITLES:

e Virtual Administrative Options (President/CEQ)
o CLIENTS
=  H.E.L.P.S. Landscaping/Snow Removal, Simply Swifty Movers, Blue Flame Transport, Bridges
Consulting, S.I. Williams Wealth Management
e Blue Care Network/Blue Cross and Blue Shield — Executive Assistant
e (City of Detroit — Executive Assistant
e Detroit Board of Education — Administrative Assistant
e DMC/Children’s Hospital — Administrative Assistant
e Henry Ford Health System — Sr. Executive Administrative Assistant
e IRl Consultants — Administrative Assistant
e National City Bank — Executive Assistant
e Wayne County Community College District — District Executive Assistant

TECHNICAL SKILLS INCLUDE:

* Adobe Acrobat * MS Outlook * MSWord
e Concur * MS PowerPoint * OQOracle

* Lawson ®* MS Visio * PeopleSoft
* MS Excel * MS Windows e Zoom

DEGREES/CERTIFICATIONS:

Bachelor of Arts — Spring Arbor University

Associate of Arts — Wayne County Community College
Virtual Assistant Certificate - IAP College

Notary Public State of Michigan




