SUSANNA JOHNSON
Woodbridge, VA 22192 (h) 703-910-4636 / (c) 360-349-2299
suzplan1@gmail.com
[bookmark: _Hlk116488571]													
PROFESSIONAL QUALIFICATIONS

Highly skilled administrative assistant, working with confidential and sensitive data. Strong meeting planning and facilitation skills; able to communicate effectively with all organizational and department levels and build relationships of trust with team members. Creative, resourceful, flexible; able to adapt to changing priorities and maintain a positive attitude and strong work ethic. Skills developed during US Army career as a Human Resources officer, as an Executive Assistant, and as a community leader in many volunteer organizations. Experience with document and report writing and editing, Microsoft Office, data management and analysis, correspondence, and customer service.

EDUCATION
· [bookmark: _Hlk515015788]Bachelor of Arts, History 1993 — Wheaton College, Wheaton IL
· Adjutant General Officer Advanced Training and CAS3 1998 — US Army

SKILLS


· 

· Organizing, planning, and prioritizing 
· Identifying and deconflicting schedules
· Communicating with supervisors, peers, subordinates, & persons outside of organization
· Microsoft Excel and data analysis
· Providing oversight of administrative activities
· Strong written and verbal skills
· Problem solving
· Judgment and decision making
· Time management
· Management of financial resources
· Management of personnel resources
· Ability to work in high pressure environment



WORK HISTORY

Executive Assistant, 2018 – 2022; Safe Harbor Financial Advisors, LLC – Occoquan, VA

· Provided high-level administrative support by conducting research, preparing statistical reports, handling information requests, and performing clerical functions. 
· Processed raw data and prepared financial reports and presentations. 
· Prepared responses to routine inquiries, as well as screening potential clients.
·  Managed workflow for tax clients, processing tax documents and tracking submissions.
· Performed general office duties such as maintaining records management database systems.

Band Booster President (2020 – 2021) and Vice President (2017 – 2020) — Woodbridge Senior High School, Woodbridge, VA

· Met fundraising benchmarks and designed and produced materials that raised awareness of the Booster’s work, goals, and financial needs to the community.
· Fundraised 25% of the $130,000 annual operating budget that paid 15 employees on payroll.
· Organized activities to raise funds or otherwise solicit and gather monetary donations or other gifts. 
· Planned and conducted all Booster activities, such as monthly meetings, planning events and ensuring implementation and support of all three band programs within the organization.
· Event planner for annual band competition for 5 years, organizing over 100 volunteers and hosting several bands from the surrounding communities.

Girl Scout Troop Leader 2015 - 2022 — Troop 2564, Service Unit 80-9, Woodbridge, VA
· Supervised and taught girls about leadership and community service through the GS program.
[bookmark: _Hlk72321578]Parents Who Care about PWC Community Advocate 2017 - 2019 — Woodbridge, VA

· Founding member of advocacy group that fights for equity for the schools in the county. 
· Met with School Board representative and County District Supervisor to amend the 2018-2019 budget to include a 1.5-million-dollar budget allocation to improve older schools.

PTO Fundraising Coordinator (2017-2018), President (2015-2017) and Volunteer Coordinator (2013-2015) — Old Bridge Elementary School, Woodbridge, VA

· Event planner for fundraisers and community events for the families of over 750 students and 90 staff members raising over $60,000 in two years, exceeding all benchmarks.
· Implemented new fundraising partnerships resulting in a 90% increase in revenue. 
· Monitored operating budget and created grant application process to standardize the distribution of revenue in an equal and transparent manner. 
· Conducted all PTO meetings and oversaw all committees.
· Recruited and organized 30-50 volunteers/year to meet goal of increased parent involvement.

Trainer/Observer Controller, 2002 - 2004; 4th Training Support Brigade, Army — Fort Bragg, NC

· Planned and executed training and wrote required documentation to provide feedback to deploying units.

Chief, Personnel Management, 2001 - 2002; US Army 5th Recruiting Brigade, Army — Fort Sam Houston, TX

· Responsible for personnel administrative functions in support of the brigade. 
· Principal advisor to the commander and staff for human resource matters. 
· Contributed to maintaining 100% authorized strength of the 2,100-person recruiting force. 
· Supervised nine soldiers and civilians in processing over 1,300 actions and training.
· [bookmark: _Hlk72319546]Improved monthly readiness reporting with a 99% timeliness rating. 

Company Commander 1999 - 2001; 502nd Personnel Service Detachment — Fort Hood, TX

· In charge of providing effective leadership for a worldwide deployable unit of 52 soldiers in support of over 11,000 combat-ready soldiers in the 4th Infantry Division. 
· Responsible for the health, welfare, discipline and professional development of unit members. 
· Streamlined customer services resulting in improving unit’s reputation for efficiency.

Chief, Officer Strength Management 1998 - 1999; 4th Infantry Division — Fort Hood, TX

· Supported the Army’s Human Resources/Personnel Management systems for the 4th Infantry Division. Prepared and monitored office documents during the division restructure.
· Analyzed personnel strength data and presented monthly readiness reports for senior division leaders. Implemented reporting procedures that resulted in enhanced database accuracy.



