	Nancy Wilson-Lister 
630-962-2758
Sislis711@gmail.com
CAREER SNAPSHOT:
Highly organized and detail oriented
Great comprehensive thinking and problem solving  

Willingness to learn and adapt to new responsibilities 

Meticulous attention to detail
Public Company Board Experience

Team Collaborator

Strategic Tactical Thinker
OBJECTIVE:
High energy, dedicated, and exceptionally skilled team player utilizing Best-in-Class administrative and project management skills in a diverse environment. Able to quickly adapt to change while effectively collaborating and communicating in a team or customer-facing structure.
Strive to exceed employer expectations by delivering extraordinary customer and client service and obtain a challenging position to expand my knowledge and interest in the company.
EDUCATION:
University of Phoenix

Associates in Business Administration (Graduated June, 2013) 

REFERENCES:

James Sawyer – Regional Partner in Charge
Drinker Biddle

312-569-1156
Pam Valderrama – Vice President Deputy General Counsel

LSC Communications

844-572-5720
Mary Samsa – Partner
Akerman LLP
312-634-5700
	
	Professional Executive Assistant
Key Skills

	
	
	· Microsoft Teams
· Microsoft Office 2016 (PowerPoint, Excel, Word, Outlook)
· Zoom
· Concur

· BoardVantage
· Kronos timekeeping
	· Legaltrax

· Sum Total Expense Management

· Serengeti Tracker
· Quickbooks

· Sharepoint

· Adobe Acrobat

· Symphony Peoplesoft (Oracle)


	
	
	Career Experience 
AMITA / Ascension

                                              June 2019 - present
Ascension - Sr. Executive Assistant to SVP Operations, VP Case Management, VP Labor Productivity, VP Throughput, VP Credentialing
AMITA - Sr. EA to VP & Chief Legal Counsel, VP of Compliance, SVP & Chief Integration Officer, AVP Marketing & Communications 
· Exercise judgment in managing Executives busy schedules 

· Maintain emails, organize client meetings, and Board materials 
· Take minutes, draft agenda for Board meetings
· Coordinate all domestic travel for executives
· Support department attorneys as needed
LSC Communications 



                  September 2016 - April 2018
Executive Assistant to CAO/General Counsel, Serengeti eBilling Administrator, Legal Department Budget Manager 

· Exercised judgment in managing all schedules 

· Maintained the CAO and CFO’s emails and client meetings 

· Coordinated all domestic and international travel for both teams (private and commercial) 

· Handled all Serengeti legal eBilling for the Company to ensure cost control

· Handled budgets and forecasting for legal department effectively and efficiently to ensure cost control and management
· Ran monthly financials report
· Uploaded documents on BoardLink for Board members

Knowles Electronics 



                     January 2015 - March 2016
Legal Executive Assistant to VP & General Counsel and Corporate Secretary, three attorneys, two Paralegals, Serengeti eBilling Administrator, Global Compliance Coordinator 

· Exercised judgment in managing all schedules 

· Maintained the VPs emails and client meetings 

· Coordinated all domestic and international travel for team 

· Handled all Serengeti legal eBilling for the Company to ensure cost control

· Coordinated and tracked all Compliance courses for employees 

· Ran monthly HR reports for new hires and terms to keep track of headcounts

· Served as co-assistant to liaison for Board of Directors and maintained BoardLink and Diligent Board portals 

McDermott Will & Emery 



          October 2008 - May 2014
Legal Executive Assistant to Capital Partner, two Associates, one Paralegal for Healthcare Group
· Exercised judgment in managing the Capital Partners and Associates schedule 

· Maintained the Partners emails and client meetings 

· Coordinated all domestic and international travel 

· Handled the interaction with clients on behalf of the attorneys 

· Tracked and maintained CLE credits to make sure attorneys are compliant

· Maintained legal files and recordkeeping 

· Handled attorneys monthly billing, expense reporting, and time entries

Drinker Biddle & Reath – (Moved from Katten w/attorney)             May 2005 - October 2008
Katten Muchin Zavis & Rosenman 

                         November 2003- May 2005
Legal Executive Assistant to two Capital Partners, one Associate, one Paralegal for Customs & International Trade Group
· Exercised judgment in managing the Capital Partners schedules 

· Managed the scheduling of client meetings 

· Coordinated extensive domestic travel 

· Handled attorneys monthly billing, expense reporting and time entries
· Created PowerPoint presentations


