	Diane Whitfield
EXECUTIVE ASSISTANT TO THE CEO
	New York, NY
(212) 555-0188
d.whitfield@email.com
in/dianewhitfield



	4
C-SUITE PRINCIPALS
	
	6
CALENDARS RUN
	
	130+
TRIPS / YEAR
	
	$2.4M
EXPENSES / YEAR



Executive assistant with 12 years as the trusted right hand to C-suite leaders at Fortune 500 firms. I protect executive time, anticipate needs before they are voiced, and run complex calendars, travel, and board logistics with absolute discretion.
	EXPERIENCE
	Executive Assistant to the CEO
	2019 – Present


Morgan Stanley — New York, NY
1. Manage the calendar, inbox, and correspondence for the CEO and two EVPs, protecting 30+ hours of focus time weekly.
1. Run quarterly board meetings end to end — materials, logistics, and minutes for 11 directors.
1. Plan 130+ domestic and international trips a year, reconciling $2.4M in expenses through Concur with zero audit exceptions.

	Senior Administrative Assistant
	2015 – 2019


Deloitte — New York, NY
1. Supported a three-partner consulting practice, managing scheduling across 40+ client engagements.
1. Drafted and proofed executive correspondence, presentations, and statements of work.

	Executive Assistant
	2013 – 2015


Pfizer — New York, NY
1. Maintained complex calendars and travel for two VPs in R&D.

	
	A DAY, ORCHESTRATED
●  7:00
Triage CEO inbox, flag priorities, clear overnight approvals
●  8:30
Brief CEO on the day; reconfirm meetings and dial-ins
●  11:00
Coordinate board-deck edits across four stakeholders
●  2:00
Book multi-city travel; reconcile Concur expenses
●  5:00
Prep tomorrow; circulate the next-day agenda
SOFTWARE
Microsoft 365 & Outlook · SAP Concur · DocuSign · Diligent Boards · Zoom · Slack



CORE COMPETENCIES
  Calendar Management      Travel & Logistics      Board Support      Expense Reporting      Confidentiality      Stakeholder Comms      Event Planning      Gatekeeping  
