Amie Chavez

__________________________________________________________________________________________________





                                                                                                              Arvada, CO  80003
                                                


  
                           Cell:  303-591-8747
Alternate #’s - 303-421-9029
                              Email:  amie4career@gmail.com
SUMMARY_____________________________________________________________________________
Highly focused and results-oriented office professional, who successfully supports complex, deadline-driven operations. Customer-oriented and computer-savvy and excels at analyzing, prioritizing and completing tasks while exhibiting professionalism and sound judgment.  Meticulous Assistant who can simultaneously manages multiple domestic and international executive’s calendars. Skilled at multi-tasking and maintaining a strong attention to detail. Employs professionalism and superior communication skills and can meet client and company needs.  Determined and proactive and works with a sense of urgency and anticipates the needs of senior-level executives. Thrives in a fast paced and dynamic environment.  Adept at coordinating international travel, logistics of large corporate events, meetings while managing third-party vendors. Self-motivated, with a strong work ethic.
SKILLS_____________________________________________________________________________________
Computer Skills  

Microsoft Office proficiency (Word, Excel, Access, PowerPoint, Outlook, Quickbooks and Publisher), Adobe Acrobat, Microsoft MapPoint and Lotus

Databases/Programs
CRM Software, Onyx, SalesForce, ACT, CoStar, Goldmine, Point, Access, SAM, Oracle, Peoplesoft and Top Producer, ARGUS, Genesys, SignUp4
Graphics Design
Corel Draw, Corel Dream 3D, Corel Photo-Shop, Page Maker, Adobe Illustrator/InDesign, Adobe Photoshop, Micrografx Draw, Visio, Adobe Acrobat

Administrative Skills
Event Planning, Graphics Design, Accounting, Office Management, Training, Supervising, Results-oriented, Meticulous attention to detail, Self Directed, Excel Spreadsheets, Time Management
ACCOMPLISHMENTS_________________________________________________________________________
· Supported high level Executives through personal document management, calendar organization and collateral preparation for meetings
· Decreased costs by 20% by negotiating pricing with vendors regarding wholesale billing and marketing procedures
· Coordinated team events by handling all logistics for Corporate Sales Meeting nationally and internationally for over 300 people for approximately 4 meetings per year.  Found the best, yet economical locations by negotiating venue, travel and other miscellaneous rates– saved expenses by 40%
· Responsible for management and spending of budgets in excess of to $250,000
· Increased office organization by developing more efficient filing system and customer database protocols 

· Received a merit raise for strong attention to detail, exemplary customer service and team-player attitude
· High recognition for having reports, billing and all other time sensitive projects done on time and accurately
· Implemented more legible and practical reports
HISTORY______________________________________________________________________________
Discount Roofing/Premier Garages & Concrete                                                                                          Brighton, CO
Office Manager





                             Contract Work/July 2009-Present
Construction:  Created and maintained website and all social media sites.  Set up new office - Daily operations - Developed sales and marketing strategies - Estimates for clients - Researched target areas to help generate sales - Outside sales - HR- A/R and A/P- Pulled permits
Metroplex Asset Management                                                                                                                   Westminster, CO

Administrative/Project Management/Real Estate               ______ ​​​________________September 2012-April 2014
Property Management-Residential Real Estate:  Contract Coordination and management of deadlines – Calendaring - Customer Representation – Marketing – Sales – Graphics – Data Entry - Event Planning

Corporate Office Centers                                                                                                                                 Broomfield, CO                                                    

Client Service Manager                                                                   CONTRACT WORK/February 2011-September 2014
Executive Suites:  A/P and A/R - Customer relations - Inside sales and marketing - Basic administrative duties for company and clients (Clients varied - attorneys, government billing, insurance, engineers, finance and health) - Presentations - Data entry – Sales and accounting reports
Thermo Fisher Scientific                                                                                                                                     Lafayette, CO 

Global Executive and Sales/Marketing Assistant


      Contract Work/April 2007-May 2009
Life Science Research:  Responsible for over 80 Field Reps internationally- Complex  sales reports Complex RFP/RFI’s - Marketing - Event planning - Budgets - Customer service - Computer graphics – Dissemination of company reports and PowerPoint Presentations – Handled all the logistics for large sales meetings/conferences with up to 300 attendees - Managed budgets of up to  $250,000
American Home Mortgage                                                                                                                                     Denver, CO

Executive Administrative Assistant
                                                        Contract work/August 2006-March 2007
Mortgages/Real Estate:  Office Manager - Developed sales and marketing strategies - Day to day business operations - Word processing – phones - fax/copies - calendar – meeting/closing logistics - Loan processing/origination
Frederick Ross Company                                                                                                                                         Denver, CO

Sales Administrative Assistant


                                         April 2001-May 2003
Commercial Real Estate:   Fulfilling requests for information from landlords - Provided daily activity reports to brokers - Market research - Produced contracts and proposals - Designed and distributed postcards and advertisement mailings – Prepared/distributed e-mail messages - Meeting requests - Correspondence – Calendar - Customer relations (prospects/clients, property management, realtor's, investors) -  Plotting/research for demographics and trends - Utilized real estate license for team commissions - Negotiated with vendors
In Store Media Systems, Inc.                                                                                                                                 Aurora, CO

Executive Assistant to CEO/Director/Office Manager                  September 1992–March 2000 & June 2003-2005

Supermarket Industry/Investments/Engineering:  Calendar- Travel - Assisted in patent process – logo/trademark designer - Implemented office procedures and the codes of conduct - Designed marketing material and tradeshow exhibits - Investor relations – A/R A/P - Payroll - Expense reports - Tradeshow Coordination - Outside regional sales - Public relations – Office personnel Supervision/Management - HR – Produced press releases and submitting proper material – Acted as liaison and maintained open lines of communication among senior executives, board members, shareholders, middle management and administrative staff.
EDUCATION_______________________________________________________________________
Arvada High School Graduated 1991
Metro State College 1992
American Real Estate College 2001
