STEVEN CAMPBELL
144-04 37th Ave. Apt 1-N, Flushing, NY 11354 / steven.sebastian@earthlink.net / 212-203-9413
EXPERIENCE
CREDIT SUISSE
2/2007-Present
Assistant / IT-Corporate Systems, CTO Department (2/2007-Present)
· Manage the Outlook calendar of the Corporate Systems Chief Technical Officer (CTO) using
double time zone axes and navigating DST changes in Zurich, London and New York

· Coordinate multipoint workshop and meeting logistics for solution architects and vendors

· Setup an Outlook calendar for the conference room and answer reservation requests

· Make international and domestic travel arrangements for eight officers and use Excel, an HP 12C financial calculator and XE dot com to quickly prepare and complete their USD, GBP, ChF, INR, and SGD-denominated expense reimbursement requests
· Take on workload for peers of the CTO when their assistants were absent or had overflow work

· Take notes when attending meetings (Platform Projects and Obligations, Global Project Review Board, etc.) to be knowledgeable in supporting the objectives of the department and to compare against drafts of meeting minutes circulated for agreement
· Procure local and offshore IT consultants, software and office supplies for a floor of 70 people
· Assist the program manager with clerical support, calendar management and distribution lists for CTO Councils, interdepartmental and team meetings, timekeeping, and tracking USD, INR, and ChF costs of contractors and consultants for budgeting purposes
Microsoft SharePoint End User
· Use the Legal & Compliance IT SharePoint Document Workspace Site for shared document management and project collaboration between New York and Zurich staff,
collect 20+ project status reports for a bi-weekly meeting with the Legal & Compliance department, prepare the bi-weekly report in PowerPoint

· Work with CTO program manager and developer to draft the department’s SharePoint Team Site,
upload meeting minutes and status reports, enter international holidays and levels up meetings in the site’s events calendar
· Open projects in the CTO Reviews Document Workspace Site with initial file folder structure

· Create and maintain an Administrative Assistance Team Site as a repository for contact sheets, recurring meetings list, and links of favorites

· Attend external monthly SharePoint User Group meetings to be aware of administrator and developer challenges and solutions as well as end-user issues

Human Resources Administration and Onboarding

· Managed onboarding/offboarding of 30 Pune, India based contractors: obtain division-level critical hire approval, complete HR form, follow-up with Singapore HR that the Authority to Recruit generated a Global Hiring Authorization at a daily rate negotiated between the firm and the vendor, complete domestic transfer forms
· Managed onboarding/offboarding of 20 New York based consultants: obtain division-level critical hire approval, obtain and review for accuracy the Statement of Work, complete the online procurement form, obtain cubicle or worklab space, provide drug test and building pass instructions, create at work and at home new user developer access to the company’s computer system, get appearances of names in the staff directory
· Team with assistants of the Corporate Systems and Global CTO divisions on other floors and in other buildings, for example, to monitor office and cubicle vacancies for visiting officers
Assistant / IT-Corporate Systems,

Legal & Compliance IT, IT for IT, and CTO Departments (2/2007-7/2007)
· Prepared appointment books in Outlook with an 11 a.m. deadline for Zurich and London appointments, continued to a 5 p.m. deadline for adding New York appointments,
note business travel and vacations of managers’ managers and direct reports

· Ordered and setup meeting space and technology (HP Halo Room, videoconferences, audio conferences, web conferences, LCD projector with laptop, and guest/vendor wireless connection to firm’s internet connection)
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EXPERIENCE
CREDIT SUISSE
2/2007-Present
Assistant / IT-Corporate Systems,

Legal & Compliance IT, IT for IT, and CTO Departments (2-2007-7/2007)
(Continued)

· Setup domestic and international town halls, councils, and information exchange sessions
· Arranged car service, travel, and expenses for trips to Singapore, India, Switzerland, UK,
and domestically
· Reviewed Concur expense reports for expense policy compliance and completeness
· Opened and sent mail, ordered supplies, produced organization charts, kept a rolodex and 
contact sheets
AMERICAN EXPRESS
1/2005-12/2006
Assistant / Consumer, Small Business and Merchant Services Group President’s Office
· Coordinated daily calendars of group president and team members taking into account
the president’s work blocks, meetings with the Board of Directors, CEO, investment community, board participation of external companies and colleges, executive dining needs, after work engagements, business entertaining at home, arrivals and departures via car service, chauffeur, private jet, and the in/out schedules of the president’s executive direct reports as well as the individual schedules of the immediate group president’s office
· Introduced using the president’s network connection in the conference room to project the online calendar and make updates real time during calendar review meetings

· Supported the VP business deputy in assembling the annual fact book, long range planning, and financial community prep binders; kept the credit card industry report, The Nilson Report, in a binder of current reports and filed the past reports; conducted financial research online
· Compiled agendas and corresponding binders for quarterly business meetings; used Power-
Point for presentation creation (financial charts, tab charts, org charts and text slides)
· Maintained the department’s organization chart; collected the organization charts of the group president’s direct reports (also included in the on-site travel book)
· Archived site visits and presentations delivered by the group president (hard copies to department library and electronic copies to shared drive) allowing the graduate assistant to quickly retrieve past agendas, facts and figures for planning future meetings and site visits, 
and for drafting department performance goals and reviews; kept an up-to-date inventory of the Group President’s files 

· Used Excel to enter mid-year and year end departmental goals, actuals, and variances. 

· Logged card member correspondence and documents requiring the Group President’s signature; handled calls from cardmembers
· Arranged for the payment of the group president’s contributions and sponsorships and used MS Access to track philanthropic gifts and event participation; assisted with the distribution of tickets to gala, golf, and sporting events
· Kept internal and external contacts current for e-mail announcements, business dinners, parties, mail merge labels for holiday cards, Friday afternoon open door career coffee talks
· Used CTO for booking travel; completed Concur corporate card settlements; arranged for the payment of invoices; used Ariba Buyer to order supplies; coordinated/tracked shipments through United Parcel Service and DHL
· Help with the logistics of the annual recognition offsite event
· Traveled to Florida to visit the American Express customer service call center
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J. P. MORGAN INVESTOR SERVICES
1/2002-3/2004
Assistant / IT-Asset Management Solutions Group for Institutional Custodial Clients

· Sent calendar entry invitations and confirmed NY and UK appointments, meetings, and 
audio/videoconferences for the implementation executive and the business, technology 
and implementation teams; created and maintained a menu of recurring meetings and associated e-mail address groups
· Made extensive international travel and hotel arrangements

· Made travel dossiers, obtained foreign currency for out-of-pocket expenses and prepared foreign exchange expense settlements

· Tracked employee and consultant resource allocation for capture by the enterprise project management office and the finance department; also performed regular timekeeping duties

· Coordinated a restack of 55 staff members from three floors to two;
purchased computers and printers
· Handled computer, telephone, corporate card, and other activation/de-activation matters
for staff joining and leaving the firm

CHASE PRIVATE BANK / J. P. MORGAN PRIVATE BANK
12/1992-12/2001
Assistant to a Team Leader, 10 Private Bankers and Four Client Associates /
Entrepreneurs & Business Owners Team
· Extracted reports and answered queries from various systems, databases, and spreadsheets
for senior managers

· Oversaw administrative projects when working with interns and available assistants
· Performed meet and greet functions for direct and intermediary clients and prospects as part of client service and operations duties

· Entered customer calls into the Siebel customer relationship management (CRM) system; distributed regulated brokerage and private equity marketing documents to clients

· Conducted Know Your Customer (KYC) procedures including compliance-checking 
new accounts documentation

· Assisted in the planning and execution of a national training & development conference

CHEMICAL BANK
10/1989-11/1992
Assistant / Northern Manhattan Market District Office
· Provided secretarial and administrative assistance to a district manager and two officers

· Distributed financial reports and confidential human resource documents

· Produced weekly spreadsheet reports of sales in branches by product and salesperson

SKILLS

MS Office:
Outlook, Excel (data, charts, macros), PowerPoint, Word, Access

IT:
MS SharePoint 2007 and 2003 End User, MS Project


Proprietary Systems:
Bank account opening, servicing, and 
customer relationship management systems


Travel reservations and Concur T&E requests and reimbursements systems


Procurement, workstation/office setup and floorplan systems

Research:
Electronic and print reference sources including Bloomberg, Hoovers,


.gov sites for CPI, federal funds rates, and public company filings

Other Computer:
Lotus Notes, Typing: 80 wpm
EDUCATION

BARUCH COLLEGE, Bachelor of Business Administration
6/2000
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PERFORMANCE APPRAISAL COMMENTS from PAST SUPERVISORS

CREDIT SUISSE
IT - Corporate Services & Global Chief Technology Office
Director, Chief Technical Officer:
· Very organized in scheduling and managing meetings and calendar-oriented activities and is conversant with key interactions inside the Corporate Services and CTO organizations, other areas of the firm, and with vendors

· Conscientiously provides administrative assistance

· Proactive in anticipating needs and following up processes

CREDIT SUISSE
IT - Corporate Services

Director, Legal & Compliance IT and IT for IT Lead:
· I have received positive comments from colleagues and peers on his professionalism

· Provides excellent executive administrative support which is testimony to his years
of experience

· Volunteers on occasion to assist others in the group when the need arises and this has been highly valuable and appreciated by me and my group

(
AMERICAN EXPRESS

Group President’s Office

Director Assistant [and office manager]:
· Very effective and proactive calendar management

· Strong ability to organize and identify systems; attention 
to administrative detail

· Extremely reliable in the performance of administrative duties

VP [chief of staff, graduate assistant to the group president]:

Commitment and accountability are strengths

(
J. P. MORGAN INVESTOR SERVICES
Asset Manager Solutions Group

Project Management Office Manager:

· Organizational skills are strengths

· Approaches tasks in a thorough manner and maintains an orderly work environment
in order to complete assignments on time

· Has an inquisitive nature and an eagerness to develop and broaden his skill set
(
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PERFORMANCE APPRAISAL COMMENTS from PAST SUPERVISORS
J. P. MORGAN INVESTOR SERVICES
Asset Manager Solutions Group

(Continued)

Global Implementation Executive:

· Very well organized and methodical

· Strong commitment and dedication to manager and team

· Consistently makes a concerted effort to achieve the right result

(
J.P. MORGAN AND CHASE PRIVATE BANKS

VP-Team Leader:

· Organizes time efficiently; prioritizes work appropriately and readily adjusts to changing priorities

· Effectively builds and maintains working relationships

· Quality of work is consistently accurate and thorough

Client Service Manager:

· Consistently demonstrates commitment to quality taking action 
to mobilize the team when quality falls below expectations

· Is thorough and pays attention to every detail

· Excellent technical skills (Microsoft Office, Customer Relationship Management database, Management Information System, etc.)

(
MS OFFICE SKILLS SUMMARY

	Level
	Word
	Excel
	PowerPoint

	Overall
	97
	97
	95

	Advanced
	89
	88
	92

	Intermediate
	100
	100
	90

	Basic
	100
	100
	100


Date: Dec. 6, 2006

Qwiz Testing Software

