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J. Keith Lackie

	Objective

	
	I am seeking an administrative assistant position with a company that will allow me to fully utilize my excellent communication, organizational, and problem solving skills.

	Professional experience

	
	2005 to 2009
                       Ryan, Inc.
Dallas, TX

Accounting Coordinator – (Administrative Assistant)
· Provide administrative support to all Finance Department teams and the CFO
· Maintain daily appointment calendars

· Schedule appointments and meetings, coordinate appropriate meeting materials, conference rooms and audio visual set-up

· Manage telephone calls and direct to the appropriate manager

· Manage all personal time off requests and reconciliation for the payroll manager
· Other duties may include file maintenance and retention, prepare and edit documents, prepare or assist with Microsoft Word, Excel and Power Point documents, file, copy, fax, scan documents. Prepare Unbilled Revenue Requests and other as assigned tasks, projects and administrative duties.
2000-2004                                 KPMG, LLP
Dallas, TX
Senior Operations Services Representative – Assistant to Facilities Manager
· Provide administrative support to the facilities manager
· Maintain internal mail list

· Maintain inventory of mailroom supplies 

· Sort and distribute mail

· Coordinate meetings and meeting set-up

· Produce security reports
· Schedule office space 
· Other as assigned duties

	Summary of qualifications

	
	· I have 8 years of providing office administrative and clerical support, including handling of confidential information.  Skilled in Microsoft Word, Excel, Outlook, Internet Explorer and Power Point.  Accustomed to meeting tight deadlines.  Excellent telephone, filing, organizational, interpersonal and problem solving skills.  Highly skilled and imaginative when coordinating special projects.  


	Education

	
	1973-1976                                                          Bendle Senior High School
General Diploma                                                                   Flint, MI
· General high school studies, skill center studies in graphic communications and automotive repair

1986-1988                                                   C. S. Mott Community College

No degree acquired                                                                        Flint, MI
Major – Business Administration

	References

	
	Andrew W. Primm            KPMG, LLP
                            Dallas, TX
Computer Technician                                                           (214) 443-0469
Karen Stewart                   Ryan, Inc.
                            McKinney, TX 

Payroll Manager                                                                    (817) 658-8016

Maranda Auzenne             Ryan, Inc.                                     Cedar Hill, TX

Operations Manager                                                              (214) 662-9773

	affiliations

	
	State of Texas - Certified Notary Public 

Member of the National Notary Association 

Member of the State of Texas - American Notary Association 

	Charitable Interests

	
	Aids Arms, Inc. – Dallas Texas based non-profit organization
At Ryan, Inc., as a member of the Community Outreach Committee, I have been instrumental in fundraising efforts which has, in the past two years, netted $2,000.00 in donations for the LifeWalk charity drive.  

I also lead efforts to raise additional funds for Aids Arms, Inc. by selling raffle tickets as well as obtaining LifeWalk pledges from family, friends and neighbors.
USO-DFW – North Texas based affiliation of United Service Organization
At Ryan, Inc., as a member of the Community Outreach Committee, I facilitated a jeans day fundraising drive for 2008.  These funds help American military troops, from north Texas communities, and their families when preparing to leave for overseas duties.

American Cancer Society

At Ryan, Inc., as a member of the Community Outreach Committee, I lead the jeans day fundraising drive for 2008.




