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MISSION
I strive for excellent communication to become the most resourceful and strategic business partner out there. Possessing the 
ability to work both independently as well as in any collaborative environment, has helped me become a dependable 
supporter of any organizations goals. My drive for consistency combined with strong technical skills is both precise and 
intuitive. Bringing logistical leadership, financial analysis, calendar wizardry, account and client management, C-Level support, 
and refined organizational aptitude to the table, makes me a diplomatic yet compassionate leader. Most importantly, I pride 
myself on an altruistic flexibility and love to thrive under challenges. 

 

EXPERIENCE

National Account Administrator  /  NationaLease   /  Nov 2017 to Present

Responsibilities & Duties: Daily support of National Account Executive team

◦ Manage and compile Revenue Reports to aid Top Management in tracking sales objectives.
◦ Processed in excess 900 National Account contract packages, amendments, and schedules via in-depth member 

communication using DocuSign, including collaborating on AI adoption with industry leading tools to speed up e�ciency. 
◦ Liaison between top management, members, National Account Executives, and high-profile customers.
◦ Manage weekly travel itinerary for 20 associates and disseminate to large group, including event travel. 
◦ Maintain data for fleet of over 3,900 leased units, and billed more than 2.6M in fees in 2025.
◦ Collaborates with Risk Advisor to ensure customer compliant COIs for 110 customers.
◦ Support #1 and #3 top National Account Sales Executives, Sr. Administrative Assistant, and Sr. VP of Sales.
◦ Use ZoomInfo weekly to provide prospects to the sales team with weekly POSI grids and research of sales prospects.

Executive Administrative Assistant   /  Temco Machinery, Inc   /  Nov 2016 to Nov 2017

Responsibilities & Duties: Fast-paced daily support and coordination for Executives and Sales

◦ Executive Assistant to President/CEO of firm with limited administrative support to the CFO.
◦ Coordinated all travel; air, lodging, and transportation for all associates in the firm as well as clientele, including routine trips 

to two plants in Appleton, WI and Bradenton, FL for the sales team and personal travel for the President. Each trip finalized 
with expense and cost summary reports, plus mileage program maintenance.

◦ Daily support to the President/CEO/Owner of the firm including access to sensitive company and personal information 
such as: access to company financial statements, confidential employee information, personal medical insurance claims, 
home improvements and repairs, family trust, and project record keeping. 

◦ Coordinated events leading up to 10 tradeshows a year, often entailing planning 4 to 6 months in advance. 
◦ I prepared, proofread, verified, and assembled information for meetings and detailed bid proposals, which included 

correspondence, digital presentations, pitch decks, handouts, and binders.
◦ Managed o�ce inventory and uniforms for four locations, with budget breakdowns.

Secretary-Corporate Sales   /  ABF Freight System, Inc   /  Aug 2013 to Nov 2016

Responsibilities & Duties: Executive level Secretary for multiple Regional Vice Presidents of Sales

◦ Executive level assistant for two Regional Vice Presidents of Corporate Sales.
◦ Maintained Executive’s daily calendar by planning and scheduling conferences, meetings, teleconferences, and travel. I 

prepared meeting minutes, meeting notes, and internal support materials.
◦ Daily analysis of sales reports to target improved and declined accounts. Provided RVPs with data needed to e�ectively 

manage their teams by monitoring corporate accounts for IOR, FARO and Revenue. Additionally, I assisted in compiling 
statistical data for quarterly reporting to top management and Board of Trustees.

◦ To assist the RVPs, I maintained confidential records and information including employee archives when needed.
◦ In tandem with the RVPs I worked with a 21 member sales director team daily to compile and disseminate information.
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Credit Specialist   /  Hub Group, Inc   /  Sept 2012 to Aug 2013

Responsibilities & Duties: Credit and risk analysis for companies moving products logistically

◦ Credit Analyst for three firms owned by Hub Group (Hub Group, Com Trak, Mode Transportation).
◦ Daily credit inquires using Dun & Bradstreet and Cortera for all Hub Companies. Personally executed to determine the 

appropriate level of credit to extend to the requesting company.
◦ Completed research, discovery, and in-depth analysis of multi-million-dollar companies for presentations to the executive 

team making a recommended level of financial extension.
◦ Maintained accurate and up-to-date credit records and financial investigations or analyses.
◦ As a Credit Specialist I held the responsibility of approving credit levels for up to $200,000 monthly. I served as a liaison 

with several internal departments, such as sales, business development, pricing, and data entry groups.
◦ Monitored accounts to ensure timely payment of invoices and to identify potential credit issues while work with sales and 

finance to resolve any credit-related issues or disputes.

Account Manager & Credit Rating Analyst  /  Blue Book Services  /  May 2007 to Mar 2012

Responsibilities & Duties: Provide analyst-based credit analysis of produce companies throughout the industry

◦ Credit Analyst in the wholesale fresh produce industry.
◦ Daily analysis of financial statements (private and public) to determine appropriate credit worthiness. Maintained status at 

the top of the group dashboard in the number of reviews and timely reporting of rating changes.
◦ This position required daily comparison of historical trade feedback to determine appropriate integrity ability and pay 

rating for approximately 1,300 firms in a 19-state territory.
◦ Monitored Civil and Bankruptcy filings for firms in my territory, as well as reporting on the cases in our daily published 

credit sheet. Knowledgeable of PACA (Perishable Agricultural Commodities Act) required to report infractions to members.
◦ Daily customer contact, to advise C-level management of often di�cult updates towards their pay and integrity ratings.
◦ Assisted with company wide implementation of CRM software in 2005, and used daily in all aspects of this position. In 

addition, I performed QA user testing for our IT group to ensure changes being made functioned properly and met with 
daily needs; resulting in a commendation for my e�orts in this project.

Customer Service Team Leader  /  Feb 2006 to May 2007

Responsibilities & Duties: Mid-level management of customer service team

◦ Developed and implemented innovative tech strategies for improving customer satisfaction, reduced call wait times, and 
increased e�ciency of the customer service and phone teams.

◦ Provided coaching and training to team members to help them improve their skills and meet performance goals.
◦ Managed the scheduling and sta�ng of the team to ensure adequate coverage and optimal performance.
◦ Monitored and analyzed metrics such as call volume, average handling time, and customer feedback to identify trends and 

areas for improvement.
◦ Collaborated with other departments such as sales, marketing, ratings, and ops to ensure alignment and e�ective 

communication between teams, resulting in incorporating new ideas and approaches for my team. 

Receptionist & Customer Service Representative  /  Sept 2004 to Feb 2006

Responsibilities & Duties: First point of contact for clientele and responsible providing exceptional customer service

◦ Answered calls for 58+ associates, ensuring proper call placement to 6 departments, when acting as Receptionist.
◦ As a Customer Service Representative, I provided customer education of proprietary software, including installation, 

troubleshooting assistance, and membership account management, along with dues collection. 
◦ Performed all aspects of customer service support with constant phone contact with the membership base. This included 

upgrading membership and adding ancillary services for our publications as well as providing business reports on other 
firms, answering invoice questions and working with Sales for invoice adjustments. 

◦ Supported the Rating group in creation of form letters, updated business reports, and provided accurate data entry for 
company publications.

Further history available upon request
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SKILLS

EDUCATION

Financial Accounting   /  Program Certificate
College of DuPage     2006-2007  —  Lombard, IL

Hotel and Restaurant Management  /  Bachelor’s Degree 
University of Wisconsin Stout    1979-1983  —  Menomonie, WI

RECENT AWARDS

Employee Excellence Award   /  Jan 2022

This award is given to two individuals each month. The employee base is approximately 500 employees in US and Europe. 
I was nominated by the Sr. Vice President of National Account Sales.

“Kim has received accolades from many major national account customers, most notably Stericycle and Culligan Water. It’s 
not just customers who appreciate her work. Kim regularly assists the national account sales team with pre-sales research 
and intelligence, and she has been very proactive in identifying and implementing opportunities for NationaLease and our 
members to realize business growth. Thank you for all your dedication and hard work, Kim!”

Going Above and Beyond  /  Nov 2021

Recognized by the Sr. Vice president for Going Above and Beyond.

Recognized for Thoroughness  /  Mar 2022

Recognized by Sr. Vice President for thoroughness and detailed follow up in onboarding a new employee.

Microsoft O�ce Suite 

CRM Software 

Analytics 

Business Strategy

Research & Discovery

Calendar Management

Assistant Support 

Financial Analysis

Management 

Event Planning 

Audits

Forecasting

Credit Analysis 

Sales Support 

Calendar Management

Reporting
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