SONYA ALEXANDER

New York, NY 10003 | 347-560-4865 | sonyaa2@yahoo.com

SUMMARY

· Over 20 years of experience in office support and administration 

· Several years of project and office management experience

· Expertise in writing, editing, researching

· Excellent interpersonal and organizational skills

EXPERIENCE

Executive/Administrative Assistant                                                                                               1996 - Present
Temp Agencies, New York, NY/Los Angeles, CA/New Orleans, LA 

Assigned to various organizations, i.e. Universal Studios, Sony Pictures Entertainment, 

KTTV Fox Television, The Walt Disney Company, Paramount Studios, Lifetime Television, Playboy.com, the United Nations and Tulane University.       

· Prepare written correspondence including memos and letters

· Schedule meetings, appointment calendar and maintain files

· Manage heavy phones and personal client contacts

· Redraft client contracts

· Create spreadsheets

The William Morris Agency, Beverly Hills, CA       





1994 - 1996

Executive Assistant 


· Organized and maintained office files and procedures

· Scheduled meetings, appointment calendar and maintain files

· Managed heavy incoming calls and personal client contacts

· Redrafted client contracts

· Read screenplays

EDUCATION

University of California, Los Angeles, Los Angeles, CA

Bachelor of Arts - English

SKILLS

Microsoft Office: Word, Excel, PowerPoint; Adobe Acrobat; Photoshop; Illustrator; Social Media savvy; basic Spanish
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OTHER PROFESSIONAL EXPERIENCE

Professional Writer
      







1996 - Present 

Magazines, Websites, Entertainment and Educational Companies

Los Angeles Screenwriting Expo 3:                                                                                                 2005

Judge for the Creative Screenwriting Open Live Writing Tournament at the Screenwriting Expo/Los Angeles Convention Center
Registration Intake, Teletech – Disaster Assistance (FEMA)
      


2005

Assisted victims of Hurricanes Katrina and Rita with registering for aid with FEMA.

Communications Associate, New York City Teaching Fellows                                        
2003

Assisted incoming teaching fellows with the application process and orientation. 

Maintained database. 

Office Manager/Senior Writer, Career Launch Resumes                                                            1999-2002

Interviewed potential clients, wrote comprehensive resume packages with 

24-hour turnaround and processed weekly accounting. 

