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         H
(516) 623-8342
A results-focused, highly creative and organized professional with over 30 years of experience delivering first-rate administrative support.

●    Trustworthy and honest employee with excellent inter-personal skills
●    Highly motivated detail oriented and productive worker
●    Team player who works well with other employees
●    Dedicated and responsible individual committed to getting the job done
PROFESSIONAL EXPERIENCE
NASSAU UNIVERSITY MEDICAL CENTER, East Meadow, NY

2/14 - 4/18
Executive Assistant to the President/CEO

Provide administrative support to the President/Chief Executive Officer and the Chief Administrative  Officer/Executive Vice President.  Provided interim support to the NHCC Board of Directors. Schedule various meetings, conference calls and events for the CEO and CAO. Update and maintain schedules for the CEO and CAO. Prepare various correspondence and memoranda, responsible for all travel arrangements and preparing and processing all travel reimbursements.  Responsible for the processing of all over-time requests and approvals for ITWEB attendance requests for various staff members and the CEO and CAO. 
●Promptly and effectively handles patient inquiries and complaints. 

●Arrange NHCC Executive Board meetings.

●Co-chaired various committees for the NuHealth Foundation voluntarily.

●Organized and planned NuHealth Foundation golf outings and the annual Gala voluntarily.
OFFICE OF THE NASSAU COUNTY EXECUTIVE, Mineola, NY

1/10 - 2/14

County Executive Edward P. Mangano

Executive Assistant

Provide administrative support to the General Counsel to the County Executive, the Deputy County Executive for the Office of Management and Budget, the Deputy County Executive for Economic Development and the Deputy County Executive for Public Safety.  Excellent follow up skills which are critical in all of the departments listed. Update and maintain all calendars. Scheduled various meetings, conference calls and events for the County Executive and Senior Management.  Prepared correspondence and memoranda, responsible for all travel arrangements and preparing and processing all travel reimbursements.  In charge of approving all of the senior staff time in the Intime system and approving all overtime for the departments listed above. 
●
Promptly and effectively handles voluminous constituent inquiries, many within the Public Safety and Economic Development departments.
●
Single handedly organized in June of 2013, Super Storm Sandy First Responders Pin Ceremony for all First Responders in Nassau County

ANDREA RIVERA
OFFICE OF THE NASSAU COUNTY EXECUTIVE
, Mineola, NY

8/07- 12/09
County Executive Thomas R. Suozzi


Executive Assistant

Provide administrative support to the Deputy County Executive of the Health and Human Services division. Excellent follow up skills which are critical in this division.  Schedule meetings and conference calls with County Executive Thomas R. Suozzi and other senior management along with various not for profit agencies within Nassau County.  Update and maintain calendar, prepare correspondence and memoranda. Responsible for making all travel arrangements and preparing and processing all expense reports for the entire County Executive staff.  Maintained and approved attendance records and bi-weekly timesheets for the entire Health and Human Services vertical.  
●    Promptly and effectively handles voluminous constituent inquiries, many of which pertain
      to sensitive issues with crucial time constraints.
●    Serves as point person in high level dealings with political dignitaries.     

●    Single handedly organized and ran a successful Nassau County Employee Flu

      Immunization Program in November of 2007.

●    Assisted in the execution of the No Wrong Door Family Support System of Care Grant  

      (SAMHSA) of which $8 million dollars was awarded to Nassau County in Spring of
      2009.

●    Arranged a successful “No Wrong Door” presentation and luncheon at Old Bethpage Village 
      Restoration for the Westchester County Executive’s office and Health and Human Services 
     Division.
●    Achieved numerous recognition from senior management on the handling of constituent 
       issues. 
POLO JEANS COMPANY RALPH LAUREN, New York, NY
3/99 - 7/07
Executive Assistant

Provided administrative support to the Senior Vice President of the Design, Merchandising and Production departments.  Scheduled various meetings with senior management along with company walk-throughs for Polo Ralph Lauren executives including Ralph and Jerry Lauren. Maintain calendar, prepare correspondence and memoranda, handled all travel arrangements and expense reports for the Senior Vice President and for the Design, Merchandising and Production teams accordingly. Maintained departmental budget, attendance records and all supplies.
●    Voted “Employee of the Year,” 2003, Polo Jeans Company, Ralph Lauren.
●    Runner up for the “Most Valuable Employee” 2003, Polo Jeans Company, Ralph Lauren.
●    Organized various meetings, luncheons, and receptions for senior management and

       International vendors accordingly.

●    Successfully completed a 3 day training program and was designated to train various 
      departments on the new merchandise tracking system. 

ANDREA RIVERA
J.P. MORGAN AND COMPANY, New York, NY



7/87 - 10/98
Administrative Assistant/Corporate Actions Clerk

Provided administrative support to a Vice President, 3 Associates and a clerical staff of 43
in the Private Banking division. Maintained appointment calendar, prepared correspondence 
and expense reports. Scheduled/coordinated all meetings and conference calls, supplying all required documentation.  Prepared for payment of all bills related to statistical data and financial publications. Maintained all attendance records and office supplies as well as vacation and transfer information for clerical staff.
●    Successfully assumed additional responsibilities of Corporate Actions Clerk. Read
      Investment news for all tenders, mergers and acquisitions. Reviewed all important

      Depository Trust Corporation (DTC) notices for upcoming corporate actions. Cross-

      referenced all cusip numbers and advised all shareholders of upcoming transactions.

●    Compiled and entered data for management reporting, including monthly status

       reports daily.
EDUCATION
Graduate, Dominican Commercial High School – Major in Business, 1987 

Computer Skills: Highly proficient in Microsoft Word, Excel, Outlook, PowerPoint and Internet  applications.
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