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ETHEL M. JAJLIARDO

464 Litchfield Drive, Windsor Locks, Connecticut 06096

ejaj38432@gmail.com( (860) 713-1610
Senior Administrative Assistant with over 15 years of experience in Executive level Administrative service providing support to all levels of staff up to and including Senior Management.  High level of financial acumen specializing in budget preparation, monitoring  and performance.  Create and monitor multi-year Procurement/Purchasing. Coordinating conferences, projects, meetings and travel arrangements. Able to balance the needs of management, provide excellent customer service, and maintain high level of confidentiality and schedules with ease. Utilize strong organizational, planning and communication skills toward improving operational efficiency
 summary of Qualifications

· Provides administration support to all Management staff up to and including Senior Management

· Complete liason between local facility and corporate offices
· Manages correspondence on behalf of high-level management

· Excess of 15 years of experience in all facets of Human Resource Administration

· Training of all other Administrators and Administrative staff as necessary
· Completes time and expenses for most team members
· Schedules conference calls, conference rooms and catering on and off-site

· Complete, prepare and track annual Operating Budget in excess of $6 million.  YTD performance variable of 2.4%

· Oversees office management of daily functions 

· Prepares Purchase Order Request for multi-year terms
· Creates complex presentations, Excel spreadsheets and database reports

· Manages supplies, checking low cost options
· Maintain a high level of confidentiality with sensitive materials and matters

· Communications specialist
· Maintain business relationships with all service providers and business partner companies
· Efficient in all Microsoft Office Programs Proficient in all Microsoft Office Products, various media systems for conference calling any multiple software systems for budgeting, associate related functions
· Contact for all computer and electronic equipment including warehouse computer management system.
Professional Experience

Reliable Temps – Agawam, MA
October 2023 – January 2024
      Reporting to Springfield Area Transit Company




Temporary Assignment
Leave of Absence Coordinator

· Processed various types of Leaves of Absence

· Monitored status updates and changes of LOA claims

· Maintained confidential employee files

· Communicated status updates to Managers, Supervisors, Insurance Companies and State PFML Provider

· Assisted with proofreading and editing of Employee Handbook
· Assisted with screening process of incoming applicants

luxottica retail/division of Nextore retail – east granby, ct
August 2017-March 2023
 
Administrative Assistant

· Provide administrative support to the Planning/Construction team at the East Granby, CT location
· Oversite of daily office operations
· Provide Human Resource assistance for set up and onboarding of new associates

· Maintain office supply levels 

· Reconcile purchase transactions through Accounts Payable

· Assist with projects as needed

· Integral member of the Systems Development team

 American Honda Motor Company – windsor Locks , Ct
2009 to February 2015

Sr. Administrative Assistant

· Provide Executive level administrative support to management staff at the Windsor Locks facility and other Honda facilities including Senior Management while maintaining all other Administrative Assistant duties.

· Created and maintain internal web page for viewing of Honda associates Nation and Worldwide.

· Create articles for an internal newsletter concentrating on human interest stories pertaining to associates

· Plan and assist in Team Recognition celebrations

· Integral part of task force for best hiring practices

· Created and maintained recruiting program involving local job fairsTrained management staff on all Human Resource policies and procedures

· Communicated and trained all associates on Human Resource policies and procedures

American Honda Motor Company – windsor Locks , Ct






2000 to 2009
Administrative Assistant
















· Provide high-level administrative support to all associates including a Management staff of 8 associates of a leading distributor of automobile parts throughout New England.

· Perform a variety of key associate relations functions, addressing inquiries of full and part time associates, communicating with management regarding any and all associate issues regarding policy and procedure while maintaining a high level of confidentiality Collaborate with Corporate Staffing to implement policies and procedures effectively. 
· Develop various spreadsheets to improve and inform management of quality objectives. Prepare meeting agendas and carefully monitor all action items. 

· Direct all administrative and project support efforts. Conducted in-depth business-development plans and compiled results for review by management team. Develop presentations and schedule all executive-level meetings and travel.  Prepare bi-weekly time, expense, and travel reports. Manage invoicing and billing processes.

· Integral part of budget preparation, tracking and monitoring of monthly and yearly expenses.  Provide feedback and cost saving options to management to assist in reducing expenses.

· Coordinate all management meetings, management travel and associate travel 

· Create all presentations for management staff including Business Plan and monthly associate meetings

· Create, track and successfully manage all W/C claims, Short Term Disability claims and all other forms of Leaves of Absence

· Created and maintain a monthly news letter for distribution to all divisions in the facility

· Team member of a national task force for best practices hiring process

· Travel to other facilities to train new Human Resource Generalists/Administrative Assistants

CIGNA HEALTH CARE – Bristol, CT                                                                                1999-2000 

Claims Processor

· Served as Claims Adjustor for Medical Billing Department

· Processed and input medical billing claims for members of Cigna Healthcare

· Met and exceeded quota on a daily basis while exceeding daily deadlines.

· Successfully managed workflow while assisting other associates

HARTFORD MEDICAL LABORATORIES – Avon, CT
1998-1999
Phlebotomist

· Provide Phlebotomy service and administrative support for five Medical laboratories in Connecticut

· Provided a high level of confidentiality pertaining to patient files, medical status and history

· Played key role as a lead associate for the local supervisor and management team

· Traveled throughout Connecticut to perform off site drug and alcohol testing

· Lead associate to run all facilities without supervision

· Provided training to new associates

EDUCATION

Morse School of Business, Hartford, CT

Administrative Medical Assistant Certification, 1998, Received the Directors Award, GPA 3.95

Tunxis Community College, Farmington, CT

Various General Courses

Windsor Locks High School, Windsor Locks CT

High School Diploma, 1990

Achievement Award for Most Improved Student

Sexual Harassment Training

Business Ethics Training

Interpersonal Skills

OSHA Recordkeeping Rule

Diversity and Inclusion
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