ISABELLA CLARK

PROFESSIONAL SUMMARY

Bringing a decade of experience as a Senior Executive Assistant, |
specialize in optimizing executive functions and enhancing
operational efficiency. My expertise includes managing complex
schedules, coordinating high-impact meetings, and fostering
effective communication across teams. | am dedicated to
empowering executives to achieve strategic objectives through
proactive support and meticulous attention to detail.

WORK EXPERIENCE

Senior Executive Assistant 3 Feb /2019-Ongoing

X Santa Monica, CA

—_

. Provided high-level administrative support to the President of
Content and Distribution and six direct reports, enhancing
productivity through improved procedures and multitasking.

2. Acted as a liaison between marketing and digital departments,

ensuring effective communication and reporting practices.

3. Established a robust network of internal contacts to streamline

project collaboration across departments.

4. Produced corporate newsletters, highlighting key themes and

employee achievements, which increased engagement by 20%.

5. Supported leadership in crafting strategic messaging and editing

departmental communications to align with business objectives.

6. Organized and coordinated corporate luncheons and offsite

meetings, resulting in effective team-building experiences.

7. Managed special events in collaboration with HR, fostering a

positive workplace culture through engaging activities.

Senior Executive Assistant B Feb/2015-Feb /2019

K Denver, CO

1. Provided comprehensive assistance to the General Counsel and
Senior VP, including meticulous schedule management.

2. Facilitated stock option processes and adhered to insider trading
policies, ensuring compliance.

3. Supported various litigation matters, handling sensitive and highly
confidential information with discretion.

4. Oversaw the processing of outside legal bills, ensuring timely and
accurate submissions.

5. Drafted and formatted legal documents, enhancing clarity and
compliance through meticulous redlining.

6. Assisted with trademark applications and maintained detailed
records of trademark status and correspondence.

EDUCATION

Bachelor of Arts in Business gy Feb/  Feb/
. . . 2012 2015
Administration
X Santa Monica, CA

Focused on organizational management and strategic
communication.
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SKILLS

Attention To Detail

Strategic Planning

Process Improvement

Negotiation Skills

Crisis Management

Stakeholder Engagement

INTERESTS
Podcasts Language Learning
Dancing Cycling
STRENGTHS
LANGUAGES
English Italian Arabic

ACHIEVEMENTS

Streamlined scheduling processes,
reducing appointment overlaps by 30%.

Implemented a new communication
protocol that improved interdepartmental
response times by 25%.
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