CAROL WIGGS

1505 Balboa Ave ● Burlingame ● California ● 94010

Cell (XXX) XXX-XXXX● carolwiggs@hotmail.com 

OBJECTIVE


Estate Management Services with over five years of experience seeking a challenging position where my extraordinary technical, communication and financial skills will add value to an Estate.  Especially skilled in handling multiple projects, highly confidential material and delivering quality results.

SKILLS and QUALIFICATIONS


Ability to prioritize multiple tasks, communicate and process information, excellent memory and judgment, professional, confident, proactive, organized and self motivated.  Proficient use of MS Outlook, MS Word, MS Excel, Power Point, Quicken, Quickbooks and the Internet.

EXPERIENCE


November 2001 – Present 
Smith Ventures
Chido, CA

Owner/Estate Management Services

· Provided estate management services to high net-worth individuals 

· Managed staff: cleaning crew, landscapers, nannies and estate maintenance employees 

· Organization of estates: estate binders, handle business and personal paperwork

· Bill paying: monthly and year-end reports, monthly and quarterly budgets, work with financial planners, employee payroll, check deposits, account reconciliation, payment dispute resolution, filing and storage of records and personal mail collection

· Construction management and architectural budgets

· Business & Leisure travel planning: reservations, rentals, scheduling, entertainment and concierge services

· Event Planning & Coordination: invitations and guest list, catering, florist, entertainment

February 2003 – September 2003
Franklin Templeton
San Mateo, CA

Executive Assistant

· Assistant to the SVP/CIO: extensive calendar management, travel planning and expense reports

· Interaction with Office of the President, head of departments and out of state offices

· Coordinator of on and off-site team meetings, and responsible for planning team events & activities

November 1999 – November 2001
Internet Capital Group
Seattle, WA / San Francisco, CA

Executive Assistant/Office Manager 

· Assistant to Managing Director of West Coast Operations: monthly expense reports, calendar, meeting coordination, travel, telephone, correspondence, power point presentations, communication with partner companies and organized personal affairs and agendas

· Personal Assistant to the Cofounder: bookkeeper, travel and all personal affairs

· Negotiated Seattle facility leases, managed construction build out and architectural budget

· Onsite IT tech, approved accounts payables, purchase of office supplies, hired assistants and receptionist and negotiated contracts for office equipment

· Help partner companies with board meeting preparations

· In charge of office closure in Seattle and San Francisco offices

