
Sherry Webb
 
Cell: 214-675-8260
 

sherrywebb@ectisp.net
 

March 4, 2009 

To Whom It May Concern: 

Enclosed is my resume' for your review. 

Currently I am working a temporary assignment at 
Southwestern Medical Center at Dallas. I am available 
interview any t~e, and can begin work ~ediately. 

Thank you in advanc~ for your consideration. 

Sincerely, 

UT 
to 

Sherry Webb 

Enclosure 



uti A istant t :: 

r 
of drnini lrati e. upp rt r CE . 1·landl d hcdulin f app iatmenl 
p n ibilili including t-up of n fil S lelephone crecning tra I 

r. in' filing, ngagcment lette I-Up luncheon onfer n m lin 

CO. TRA T WORK 1999- _000 

EXECUTIVE ASSISTANT 

SUMMARY 

admini trati c pr c .ion I with exteosiv expcri nce in uti level uppon. 'x II ot 
iOICrp onal kjJls \ ith tb ahiht I I late t people at 611 I I of th > or anizali 11. Str nglh include 
organizalional kill tCflJll\\ rk' nd au tandingjudgcmcnt \ ith (I fI Lei n pI' C(: impr yemenI. 

PROFESSIONAL EXPERIENCE 

nhe ity of Texas Southwestern Medical Center cpt 07 - pre cnt 

emp rary 'm [[an c uppon in . offie '.P. hnica1 ffair, P t-fh ard 
dmi.o.istrnci n, Pediatric nco 0' r{etaboli m and Ophthalmology Deparon ot 

Cbildren's Medical Center	 .lao-May 2007 

Temporary as ignment supporting the 'ccutivc f . istam to the President and O. 

KP	 'IG LLP Mar-Oct 2006 

Admini tralive suppon to Managing Director re pon ibl (i r haritable contribution, Cl\ IC 

In 01 ment and campu reeruitin"', includin· travel arrangemen and . pen e reporting, I ndar 
m tin ,Iun heon, te. 

Self Employed & Contnlct Work	 2001-2006 

APPRAISAL TECHNOLOGl	 2000-2001 

1979-1998 
(1987-1998) 

R pon ible for all aspe 0 admini trative support for Tli r uti . Handled heduling, 
carre pondt:nce and r lated rIC ponsibiliti 

•	 'treamlined di tribution of tax departmental checks to reduce pro e s time and increa e 
fficiency 

•	 El im inatcd "lead ecretaI) respon ibilities which increas d intra-departmental teamw rk and 
improved effici ney 

•	 R u el pr ce lep reqwred in pI' fing tax r tum lo mcre efficiency 
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•	 Eamed Certilied Profe_ ional ecretary (CPS) raling 
•	 Mentorcd alh r admin' trati e as i tan in day-t -da r pan ibilitie and encouraged pu Llit [ 

Prof< i nal cr tary rtifi tion 

Pro idcd admini IT31iv upp rl to th 

~DUCATIO 

ontinuin ·ducati n ou cnlro und M unlain iew mmunity lie 
G dualt:-, W.H. Adam n, 

PROF rONAL D v LOPM T 

TQM e , Building Program 
erti fied Profe sional Secretaries Exam - 0 ember 1997 

olary Public 

T CH ICAL SKILLS 

•	 Micro oft Office Suite • WordPerfect 


