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	Experience
	Oct. 1999 - Current          Enron Corp	Houston, TX	Southridge, SC
Associate Recruiting Coordinator/Sr. Administrative Assistant to Manager of Associate Recruiting
· Provide administrative support to Manager of Associate Recruiting and Associate Recruiter.
· Coordinate details for recruiting events such as campus presentations, dinners, interviews, conferences etc.
· Handle employee travel arrangements for campus events.
· Regular written and verbal communications with recruits.
· Prepare communication providing event details and logistics to candidates and Enron executives.
· Schedule recruits for office interviews with Enron Managing Directors, Vice Presidents, Managers and Associates.
· Greet recruits during office visits and ensure a smooth interview process.  Gather interviewer feed back from interviews.
· Schedule recruiting team meetings.
· Order and schedule shipment of recruiting brochures, giveaways, etc. to career fairs and campus events.
· Maintain recruiting files with appropriate paperwork for  EEOC purposes.
· Prepare recruiting reports.
· Maintain campus contact list for all targeted graduate schools and update school team listing and contact information.
· Review, process and track expense reports and payment requests.  Ensure accuracy and validity of these reports for future budgeting purposes.

Nov. 1998 -  Oct. 1999      Enron   Corp           Houston, TX
Sr. Administrative Assistant for Analyst Recruiting
· Support for approximately 18 undergraduate schools, 2 Analyst Recruiters and Analyst Recruiting Manager.
· Coordinated the Analyst recruiting events and employee travel arrangements.
· Worked with vendors to select, order and maintain inventory of brochures and give-ways.
· Prepared analyst recruiting reports for management.
· Researched universities and competitive information.
· Initiated departmental calendar in access database.




	
	1996 – 1998	   Alley Theatre                  Houston, TX
Patron Program Manager - Development Department
· Planned and hosted sponsorship functions, procuring public relations material and handling communications with major donors, corporate donors, individual donors.
· Participated in creative and strategic planning for special events including working with committees; generating guest lists and invitations; initiating and responding to related correspondence.
· Prepared a spreadsheet of estimated expenses and actual expenses for the Alley Theatre Spring Ball fundraiser. 
· Setup the Spring Ball Calendar including all details and target dates to be met. Worked with the community relations departments of corporations to put in place the benefits they received from their donations. 
· Planned special activities for the Board of Directors, including the 1998 trip to London.

	
	1990–1996	    Alley Theatre              Houston, TX
Board Liaison and Administrative Assistant to Development Director 
· Provided support for the Development Director and the Board of Directors, and served as liaison between the Alley staff and the Alley Theatre Guild.
· Responsible for generating and handling correspondence for the department; hosting special events; organizing selected Education & Community Outreach programming.
· Planned Guild meetings providing guest speakers and coordinated the provision of equity and strike meals for production and artistic staff. 
	

	
	

	Education
	1969 – 1971                  University of Texas                        Austin, TX
                                          Major in Sociology
1967 - 1969                      St. Mary’s Junior College                   Raleigh, N.C.


	Skills
	Word, Excel, Notes, Organizer, Outlook, Access, ATES/ETA 


	Capabilities & 
Achievements
	*  Developing long-term partnerships with clients, recruits and vendors.          *  Troubleshooting and problem solving.  * Organizing large-scale events that require long-term planning, extensive coordination, and meticulous consideration of detailed information.  *  Working well with deadlines in a faced paced environment.






