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ANITA L. DU PONT

2210 DORRINGTON, #506

HOUSTON, TEXAS 77030

(713) 666-4781

Email:  aldupont@pdq.net

EXPERIENCE

1/2000 to 6/30/00
Large Printing Corporation

Executive Assistant to the National Recruiting Manager and Executive Vice President of Human Resources

· Assisted with college recruiting for corporate Management Development Program
· Organized and scheduled Career Fairs at colleges and universities
· Scheduled transport of corporate displays used at Career Fairs
· Organized and scheduled On-Campus Recruiting at colleges and universities
· Maintained statistics on all Career Fairs/On-Campus Recruiting data

· Made travel arrangements for Corporate Recruiting Staff 

· Made travel arrangements for  all candidates interviewing at 63 nationwide companies

· Answered telephones

· Created and compiled training manuals and presentations

· Identified, analyzed, and solved administrative problems within the department

· Interacted with Company Presidents, Corporate Officers, Senior Managers, Managers, Staff and Candidates

· Set up meetings and seminars including the Annual Shareholders’ Meeting

· Maintained calendar for National Recruiting Manager and EVP

· Handled numerous confidential and sensitive matters on a daily basis
· Reconciled and maintained credit card files and expense diaries
· Performed all other duties and special projects as assigned by the principals

7/1979 to 1/2000
Consultant – Administrative Management Consulting Firm

· Responsible for identifying, analyzing, and solving administrative problems for clients

· Met with client’s Officers, Managers and Staff to determine needs, goals and plans for the corporation or municipality

· Performed all phases of project planning and management

· Conducted surveys and meetings to determine client’s needs

· Determined strategies for resolving the problem

· Designed the appropriate system for the project

· Determined implementation requirements and created implementation guidelines

· Recruited staff for the clients
· Prepared job descriptions

· Screened resumes and applications

· Interviewed candidates
· Selected candidates to present to client and assisted client in final choice

· Created spreadsheets and charts to demonstrate the progress of the project

· Wrote and illustrated procedures manuals

· Managed and directed project teams

Corporate Relocations - Managed corporate relocations
· Located appropriate space

· Negotiated leases

· Supervised breakout of space including interfacing with construction superintendents to make sure the space was completed on schedule

· Coordinated with interior designers and architects to define functional use of space as well as functional use of furniture and fixtures

· Organized and managed the move

Event Planning

· Organized/conducted trade shows

· Planned large conferences and conventions

· 1500 – 3000 Attendees

· Created/presented product and training seminars
· Planned and coordinated Corporate Events and Corporate Meetings
· 15 - 2500 Attendees
Contract Position

7/98 to 11/99
Administrative Assistant to the CIO and Executive VP of a large mortgage company
· Answer the telephone

· Made travel arrangements – Domestic and International

· Set up Meetings
· Maintained Calendar for CIO and Senior Vice President

· Identified, analyzed, and solved administrative problems within the department.

· Interacted with Senior Managers/Officers, Managers and Staff.

· Handled numerous confidential and sensitive matters dealing with the Due Diligence process as well as personnel issues.

· Created and prepared spreadsheets.

· Prepared and maintained Due Diligence Books for Information Technology Department during sale process and transition to new owner.

· Created and prepared presentations for Information Technology, Due Diligence and Transitional Meetings.

· Prepared job descriptions.

· Screened and reviewed resumes of Information Technology secretarial and administrative assistant applicants.

· Prepared expense diaries, reconciling them to the appropriate credit cards.

· Coordinated relocation of CIO’s files furniture and fixtures to his new assignment in NJ. 

· Handled personal assignments for the CIO dealing with his professional and personal associations.

· Performed all other tasks as assigned by CIO and Senior Vice President.

Other Experience
1976 to 1979
Administrative Services Manager for a medium size international oil and gas company headquartered in Houston.
· Responsible for all Administrative Services in the Houston Headquarters and three (3) remote offices including a large regional office in Denver and two (2) small field offices in New Orleans, Louisiana and Evansville, Indiana.

· Managed all clerical and support staff in the Houston Headquarters and was up line manager of the Administrative Services Supervisor in Denver and the Office Managers of the other 2 remote offices.

· Recruited and trained all Administrative Services staff.

· Managed a multimillion-dollar budget.

· Performed all studies to maintain state of the art administrative systems.  (I.e. telephone systems, records management systems, automobile and industrial equipment fleets.) 

· Reported to the President of the company and interfaced with other executive officers to insure those administrative services kept pace with the goals/plans of the company.

· Managed a staff of 18 in Houston with line responsibility for the 3 remote offices with a total staff of 25.

· Negotiated all building leases for Houston and the remote offices.  

· Responsible for facilities management for the Houston Office.

· Managed, supervised and coordinated all corporate relocations, including international locations.

EDUCATION:

University of Houston    (2 Years)

HOBBIES:
Golf, Mystery Novels, Gourmet Cooking, Traveling

AFFILIATIONS:
Member of Act for 8 (Chaired the Confirmation Committee of Channel 8 Auction for 10 years)




Associate Member of the Texas Municipal League




Active Member of First Presbyterian Church of Houston

Excel, MSWord, Lotus, WordPerfect, Visio, PowerPoint, Windows

(References Provided Upon Request)

