TAMMY R. MARAQUIN

222 East Riverside Drive, Apt 233

Austin, Texas  78704

(512) 636-2704

Objective

Seeking employment where my leadership, web development and event planning skills can be nurtured and challenged while also using my extensive background in executive/administrative assistance.

Work History 

Senior Administrative Assistant – Photolithography Engineering Group,

Samsung Austin Semiconductor (Nov 98 to present)

· Duties/Projects:

· Automation and execution of daily and weekly reports using Excel macro programming techniques

· Consistent participation in committees for event planning 

· Consistent participation in offsite Management Meetings

· Consistent participation (as developer, trainer, auditor, team member) in IT and company initiatives such as:  Web Development, Report Management, ISO, SIMS (Samsung Information Management System) and a company-wide e-mail program transition

· Data Collection Structuring

· Employee Development Programs

· International Communication

· Leader of Web Agent Team 

· Organize Teambuilding & Social Events for company departments

· Supervisory Activities

· Technical Training Management

· Routine administrative duties (filing, organizational charts, new employee orientation, running reports, expense reports, purchase requisitions, coordinate meetings, coordinate travel, budget, supplies management, upkeep of employee records, misc. requests from within dept)

Freelance (Dec 96 to Nov 98)

Contracting various assignments through agencies including Accustaff, Career Consultants, Glamour Shots, Prostaff and Remedy.  Duties included executive support, photography, training and management.

Executive Assistant, Wilforth Holdings (Financial), reported to Vice Chairman (Oct 94 - Nov 96);

Land-Legal Secretary, Southeastern Resources (Oil & Gas), reported to Secretary of Company - owner 

· Coordination and preparation of meetings

· Daily agenda and travel arrangements

· Extensive written and telephonic communications with clients, Shareholders and Board Members

· International Communication

· Organization and research projects

· Preparation of Board reports and minutes

· Processed legal documentation for oil and gas well files

· Upkeep of database

Software Skills
Excel Macro Programming

FTP Programs (WS-FTP)

Microsoft Office Suite 2003 

Visual Basic Programming

Web Programming
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Additional Skills
CPR/First Aid Certified

Excellent Telephonic, Communication & Organizational Skills

Highly Self-Motivated 

Leadership Qualities

Problem Solving Techniques

Sixteen years Administrative & Executive Level Assistance experience

Time Management


Education
Austin Community College 

Introduction to Visual Basic Programming

WebMaster Certification Program (completed) - classes include:

  CGI

  Database & Web Integration

  HTML I, II & III

  JavaScript I & II

  Network Security

  PHP

  TCP/IP

  XML

  Capstone/Final Project (site link www.kelseys.net )

Other Technical Classes/Skills

  Adobe Photoshop 7.0 - Advanced

  Dreamweaver 

  FrontPage

  Excel Macros

  Microsoft Access

Samsung Classes 

   Leadership Training

   Stress Management

   Time Management

   Web Development

References
Available upon request.

