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3845 Beechwood Lane, Dallas, TX 75220 ( C: (214) 616-3778 ( H: (214) 358-1426 ( ssteindorf@yahoo.com
Executive Profile
Accomplished, accurate, trusted, results-driven assistant offering all C-level executives a series of successes across multiple industries and business sectors.  Including, but not limited to Health Care, Technology, Transportation, U.S. Government/Military, Telecommunications, Manufacturing, Aviation, Aerospace and Defense and Financial Services. Career marked by superior support to upper-level management while contributing to their success in achieving corporate goals, unprecedented productivity, efficiency, and reliability. Recognized ability to deliver desired results, with little direction. Ethical and personable employee committed to exemplary professional standards, exceptional work ethic, and highly supportive attitude while focused on executive and corporate success. 

Areas of expertise include:

	· Detail Oriented and Organized
	· Self Motivated and Managed
	· Multiple Exec.Travel Support

	· Calendar & Priority
	· Executive Interface
	· Corporate Relocation

	· Contract Administration
	· Mulit-Tasker
	· Event Planning

	· Confidential Material Sensitivity

· Performance Mentor
	· Contract Administration

· Systematic and Decisive
	· Excellent Communication Skills

· Administrative Management




PROFESSIONAL EXPERIENCE

Thomas Group; Irving, TX.
2001 – Present

Administrative Manager
In addition to supporting five executives, directs and coordinates all personnel that provide additional corporate administrative support. Coordinates activities by scheduling work assignments, setting priorities, and directs the work flows and personnel of those managed while relying on executive experience and judgment. Accomplishes executives and company-wide goals, while in accordance to corporate policies and procedures. Evaluates and motivates high standards of employee performance through the review of their completed work assignments and efficient work techniques. Makes recommendations related to establishing corporate best and “next” practices which systematically improves throughput and productivity. 
Executive Assistant to Practice Leaders and President, Government 

A direct report to the President, of Government Operations, and Practice Leaders in an International Management Consulting company. Responsible for performing a diverse range of administrative and executive support related tasks. Highly visible position requiring excellent inter-personal while multi-tasking skills, demonstrating initiative, and follow through with Navy Admirals, Army Generals, and C-level contacts on executive’s behalf (CEO’s, COO’s, CFO’s, CMO’s, CIO’s.) All aspects of this job require a high level of flexibility, proactive behavior, resourcefulness, innovation and efficiency with an exemplary degree of professionalism and confidentiality. Duties include maintaining executive’s calendar, setting client meetings, webinars, video conferences, daily and weekly direct support of clients and employees, composing memorandums, reports, and other correspondence, reporting, on expenses, arranging and coordinating travel, event planning, calculation of quarterly commission payments, manpower loading reports, creation of  monthly product deliverables and invoices to clients. Responsible for hosting in-house, off-site, client meetings and executive workshop’s. Establish and cultivate relationships with all support staff of many of our preferred corporate customers and prospects, including senior level U.S. Naval Command clientele.  Provide and maintain records for government reporting requiring security clearances for all 150 Thomas Group consultants for their access to nationwide government and military facilities.  This job requires security clearance, organizational skills with the ability to coordinate multiple assignments while maintaining priorities.

IT Network; Irving, TX
1996 - 2001

Sales Coordination Director
Single point of contact for 70 member sales force.  In an effort to accomplish the company goals and establish sales strategies for success, established, communicated and enforced corporate policy.  Specific duties: contract administration, sales reporting, inventory control, recruiting, oversee compensation, coordinate sales training, organize periodic sales rallies including an annual President’s Club contests and award trip, create monthly sales contests, resolved sales personnel issues. 

NLFC; Dallas; TX.

1993 – 1996

Executive Assistant / Office Manager
Provided executive level administrative support to the CEO & COO. Managed and coordinated office services and office facilities.  Managed office relocation and space planning. Developed and maintained procedures to streamline efficiency of office administration.  Supervised administrative staff.  Produced all sales proposals, while making all company travel arrangements. Coordinated all trade show/seminars and the annual User’s Group/Customer Focused meeting. Responsible for all contract administration.

Price Waterhouse; Dallas, TX.
1991 – 1993

Marketing Specialist
Contributed to new business development, new business target activities and systemized proposal activities, Developed and maintained an active media relations program.  Managed a network of target and client databases. Assisted with all special projects.

Communications Technology Corporation; Dallas, TX
1987 – 1990

Marketing Assistant
Sales support.  Organized and attended national telecommunications trade shows.  Statistical analysis – sales reporting, forecasting, sales commissions and preparation of management reports. Developed all collateral materials, industry insights, and point of sale communications.
EDUCATION

Bachelor of Business Administration – Texas A&M University, College Station, TX
Other
· Background Investigation performed and completed by the Department of Defense in 2008 - Secret Security Clearance Approved.

· Completion of Six Sigma Greenbelt Training for Certification – October, 2009
· Volunteer – Big Brothers Big Sisters Organization


