Tracy Hogan
Fort Myers, FL | (+1) 505-460-2635 |Tracyhogan87@gmail.com | https://www.linkedin.com/in/tracyhogan1/
Executive Administrative Assistant | Corporate Travel Specialist | Defense & Aerospace Operations
Results driven Administrative Assistant with 8+ years of experience providing executive and administrative support, coordinating office operations, and optimizing business processes across aerospace, defense, higher education, and corporate environments. Experienced in executive calendar management, domestic and international travel coordination, meeting and event planning, expense reporting, vendor management, and office administration while ensuring compliance with organizational and DoD policies. Proficient in Microsoft 365, Excel, PowerPoint, Word, SharePoint, Concur, NetSuite, and enterprise business systems. Recognized for exceptional organizational skills, attention to detail, cross functional collaboration, and the ability to manage multiple priorities while delivering outstanding service in fast paced, high volume environments.
CAREER BREAK | February 2024 to February 2025
1. Took a planned career break to provide full time care for a family member.
1. Maintained and strengthened organizational, scheduling, time management, communication, and problem solving skills while managing complex daily responsibilities.
1. Continued building expertise in organization, scheduling, time management, and problem-solving during this period, ensuring readiness to re-enter the workforce.

WORK EXPERIENCE
	Consumer Cellular
	Scottsdale, AZ

	Corporate Receptionist
	Nov 2025 – Present


1. Managed front desk operations for a multi building corporate office, serving as the primary point of contact for employees, executives, vendors, and visitors while maintaining access logs, visitor management, and confidentiality.
1. Coordinated conference room scheduling, executive calendars, meeting logistics, and onsite and virtual meeting support, partnering with IT to ensure seamless meeting execution.
1. Managed inbound and outbound shipping operations through FedEx, UPS, and USPS, including package tracking, label creation, mail distribution, and shipping supply inventory.
1. Processed Concur expense reports, maintained accurate records, performed data entry, managed filing systems, and updated internal PTO and travel distribution lists.
1. Submitted, monitored, and followed up on facilities and IT service requests to maintain efficient office operations and minimize downtime.
1. Maintained office security by coordinating vendor access, safeguarding confidential information, and managing office assets and inventory in compliance with company policies.
	Belcan Corporation
	Scottsdale, AZ

	Administrator
	Nov 2023 – Feb 2024


1. Managed complex executive calendars, prioritized competing deadlines, and coordinated projects while preparing meeting agendas, presentations, and supporting documentation.
1. Coordinated onsite, virtual, and international meetings, video teleconferences (VTCs), and business travel logistics while ensuring compliance with organizational policies and security protocols.
1. Developed and maintained executive reports, dashboards, presentations, and business documents using Microsoft Excel, PowerPoint, and Word to support data driven decision making and leadership initiatives.
	Aerospace Corporation
	Albuquerque, NM

	Administrative Specialist II
	Jan 2023 – Nov 2023


1. Provided confidential administrative support to managers and leadership, ensuring compliance with DoD regulations, organizational policies, and security requirements.
1. Managed end to end CONUS and OCONUS travel arrangements, itineraries, and Concur expense reports while ensuring policy compliance and accurate documentation.
1. Designed, developed, and maintained a SharePoint site to streamline employee onboarding, and support internal business processes.
1. Leveraged Tableau to analyze data, generate reports, and provide operational insights while overseeing procurement activities, inventory management, and supply coordination.
	General Atomics
	Albuquerque, NM

	Administrative Assistant II
	Jan 2018 – Oct 2022


1. Provided administrative support across multiple locations while handling sensitive information.
1. Coordinated secure meetings with government officials, managed calendars, and tracked assignments.
1. Organized CONUS/OCONUS travel and processed Concur expense reporting.
1. Prepared correspondence, reports, proposals, and White Papers for contracts.
	Project ECHO / University of New Mexico
	Albuquerque, NM

	Administrative Assistant III
	Mar 2017 – Sep 2017


1. Managed director and manager calendars, coordinated meetings, calls, and travel.
1. Entered data into spreadsheets/databases and maintained accurate reporting.
EDUCATION
Colorado Technical University, Colorado Springs, CO
	Master of Criminal Justice (MSCJ)
	Nov 2012 - Jun 2014


American Intercontinental University, Schaumburg, IL
	Bachelor of Criminal Justice (BSCJ)
	Aug 2008 - Dec 2009


William Rainey Harper College, Palatine, IL
	Associate of Marketing Management
	Jan 1991 - Dec 1993


SKILLS

	· Administrative Support & Office Management
	· Concur
	· Confidential Information Handling & Compliance (DoD)

	· Meeting
	· Chrome River
	· Team Collaboration & Cross-Functional Support

	· Event & Calendar Management
	· SAP
	· Data Entry

	· Travel & Expense Coordination (Domestic/International)
	· Tableau
	· Microsoft Office Suite & Office 365 with SharePoint

	
	· PeopleSoft

	· Customer Service & Stakeholder Communication
	· HRIS & Employee Support Systems
	· Workday

	· Reporting & Database Management
	· Project Coordination & Process Improvement
	· Process Improvement & Operational Support



CERTIFICATIONS
Administrative Assistant Fundamentals & Applications
	University of New Mexico
	Jan 2022 - Dec 2022



AWARDS & RECOGNITIONS
Aerospace Corporation
	Systems Engineering Division Award
	Sep 2023


General Atomics
	Mission Excellence Employee Recognition Award
	Feb 2022







