
Project Coordinator \ Executive Assistant 
Meytal Hechler
054-566-4884    |    meytalhe@gmail.com    |    LinkedIn    |    Tel Aviv
Summary
· 15+ years of experience as a highly qualified Project Coordinator and Executive Assistant in global Hi-Tech companies - Amdocs, NDS, Cisco, Synamedia
· Performing a variety of tasks involving office management and operational support for top-tier executives (i.e. CEO, Executive VP )
· Experience in a team lead (Administration team)
· Proficient in MS Office - Outlook, Excel, PowerPoint, and Cloud services (Google Drive, Docs). Systems savvy (i.e. HR, Procurement, and more). 
· Fluent English - both written and verbal
· Working with vendors including negotiation, purchase orders, invoicing, etc.
· Supported multiple projects simultaneously - worked on a few independent projects in parallel (i.e. Conferences from A-Z with the BizDev team and projects related to the R&D team)
· Working closely with the Finance team and the VP Operations to manage the budget - Put together all budget requirements from the various teams until its approval and overseeing them. 
· Detail-oriented and successfully managing high-volume workloads in rapidly changing environments
· With a high standard of ethics and confidentiality to handle sensitive information - As I always worked with high-level management and closely with HR I had to deal with very confidential and sensitive information.
· Team player with a can-do attitude and an innate ability to adapt to different work styles, and make things happen
· Being part of the management staff, working closely with part of the team (Site GM, VP Biz Dev, VP Operations) on various projects and help to promote them.
· B.A in Business Administration
Experience
2018 - Today    Project Coordinator \ Executive Assistant to EVP Security & Israel GM, Synamedia
· Supporting EVP Security & Israel GM, as well as the VP Security Operations
· Coordinating Staff and the various site management forums
· Managing the daily schedules and calendars of several executives
· Round tables – Taking notes and tracking action items
· Resources / Headcount – responsible for updating the Workforce planning tool on daily basis and generating reports when needed
· Hiring process – Following up on status starting opening the request to the budget approval and the onboarding process, and scheduling interviews.
· Ongoing Operational Projects coordination – Status and Follow up 
· Supporting the Biz Dev and Product team – Security training, conferences, meeting agendas, etc.
· Hosting international and Executives visitors – Responsible for the agenda, hotel booking, sightseeing etc.
2013 - 2018    Project Coordinator \ Executive Assistant, Cisco
Video Security Software Department & IoT Security 
· Supported the Management staff and various Engineering groups.
· Tracked Rally system tasks that are related to the R&D team
· Dealing with Cisco’s ‘Open source Data base’ system and process – Learning the system/process and implementation to be compliant with Cisco’s policy
· Assisting with promoting new ideas/initiatives raised by the employees
· Hiring process – Scheduling interviews, following up, and taking care of the onboarding process
· Responsible for the employees’ seating – Seating allocations and adjustments according to groups/individuals requirements
· Assisting the VP of IoT in establishing the new IoT team
· NDA process for existing customers and prospects
· Assisting in promoting various topics such as Marketing budget, Marketing collateral, etc. 

2011 - 2013    Project Coordinator and Executive Assistant to VP, GM Client SW, NDS
· Supporting VP, GM Client Software Business Unit (consisting of ~3,500 employees worldwide)
· Supporting all Management staff, both locally and internationally
· Responsible for producing Headcounts / Resources reports to the Management Staff
· Hosting international visitors
· Calendar management, meetings coordination locally and internationally, travel coordination for VP, GM Client Software
· Supporting Executives (VP IoT, VP R&D) and Staff with all day-to-day stuff and general Administrative duties, and worked with several Engineering groups on projects
· Dealing with the Open-source Database system and process – product components process from its start until final approval prior to delivery to the customer
· Assisting in the work plans/goals process (Agile commit) coordination
· NDA process for existing customers and prospects
· Conferences – Responsible for finding relevant events, speaking slots, booths etc.
2007 - 2011    MarCom \ Administration & Welfare Manager / Executive Assistant to CEO, Orckit-Corrigent Ltd
· Responsible for managing the exhibitions and trade shows overseas
· Worked closely with the company's PR agency
· Managed the company's website
· Produced various marketing materials and collaterals, including sales promotion products
· Provided service and support for the company's upper management
· Administrative and Welfare Manager - Managed 3 people.
· Managed all the general administrative duties in the company
· Worked closely with the Maintenance Manager

1995 - 2007    Executive Assistant to Corporate Services Division Manager, Amdocs
Education
[bookmark: _tl3zpcyxb6h6]2006-2009    B.A in Business Administration, Derby University
Military Services
1993 - 1995    IDF - Liaison Officer - Armored Corps and Paratroopers Unit
Other skills
· Fluent in English and Hebrew (speaking, reading and writing)
· MS Office + Computer literacy skills

