		JENETTE AGUILAR	
363 SOUTH 32ND AVENUE	        BRIGHTON, CO  80601 	
303-519-6499  		 jbfaguilar@gmail.com	
  
OBJECTIVE:  To secure a position with a well-established organization with a stable environment that will lead to a lasting relationship.  I am looking for a position that will enable me to use my strong customer service and organizational skills.

KEY COMPETENCIES: Executive Assistant offering twenty years of administrative experience, most recently supporting the Region Vice President and the Executive Team.

· Dedicated to making the lives of busy executives easier. Serve as an effective gatekeeper; prepare well-researched and accurate documents; manage busy calendars; while efficiently managing daily office tasks
· Adaptable, self-motivated, independent worker who is dependable, a quick learner, willing to learn new procedures and accept challenges, efficient, and results driven. 
· Strong communicator with ability to collaborate effectively with diverse staff and co-workers
· Excellent organization skills, ability to set priorities and multi-task while maintaining efficiency and quality of work. I work well under pressure to meet changing deadlines.  
· Ability to work with all levels of internal management and staff, vendors and customers 
· Innovative and ethical problem solver who thinks outside the box. I have good judgment and decision-making ability, using clarity of judgment, firmness of decision, and effective implementation. 
· Attention to Detail
· Provide exceptional customer service to both internal and external co-workers and clientele 
· Attentive listener with ability to adapt to various working styles and individual traits
· Protect organization's value by keeping information confidential, accomplishes organization mission by completing related results as needed.
· Experience in using or demonstrated ability to learn various software programs. 

Skill Set: Microsoft Office Word, Excel, Power Point, QuickBooks, Outlook, SharePoint, Lotus Notes,  and internet based programs.
Key Achievements: Chosen by the Senior Vice President Phil Hobson, out of eleven Executive Assistant’s to support two regions throughout the merger of United Rentals and RSC. I took on the responsibilities of an additional region due to the restructure in regions.  
Special Assignments: Selected by CEO Erik Olsson, the Executive team and the corporate Sales, Marketing Operations team to lead, facilitate, and participate with the organizing of companywide events, including yearly “Kick Off” Operations and Sales meeting.  The team of Strategic Marketing & Sales Force Effectiveness requested my leadership and involvement in the arrangement of all training classes in Denver, Arizona and Atlanta. This includes employee selection, flight and ground transportation, negotiation of sleeping accommodations and meals, hotel costs for training and meeting space and to ensure training ran smoothly for approximately 200 employees.


PROFESSIONAL EXPERIENCE:

OFFICE MANAGER/EXECUTIVE ASSISTANT				JANUARY 2014 – JULY 2014
KJT LANDSCAPING - COMMERCE CITY, CO
Title: Office Manager/Executive Assistant to the President, Operations and Sales Manager
· Administrative Support: Participate in the development, implementation, and administration of the company goals, objectives, key performance indicators, priorities, and policies; forecast resources, and funding requirements. Participate in professional group meetings; conduct research to stay abreast of new trends and innovations in the field of purchasing, accounting, and management policies.  Prepare and present accurate and edited staff reports and other necessary correspondence. Coordinate the development of forms and documentation to streamline the procurement process. 

· Direct, plan, manage and coordinate all responsibilities delegated to the Administrative and Accounting Department. Meet with staff to identify and resolve problems; assign work activities and projects; monitor work flow; review and evaluate work products, methods and procedures. 

· Recruit employees, review applications and resumes. Place advertisements in newspapers, radio and internet. Set up interviews. New employee orientations. Review and complete all paperwork applicable to Human Resources. Manage and complete applicable paperwork for federal and state agencies.

· Monitor and evaluate the efficiency and effectiveness of service delivery methods, and purchasing procedures; assess and monitor workloads; identify and implement opportunities for improvement.
Communicate clearly and concisely, both orally and in writing. Prepare reports; recommend modifications, policies and procedures as appropriate. 

· [bookmark: title]Train, motivate, mentor and evaluate office personnel; work with them to correct deficiencies and prepare disciplinary documentation as required. Establish, maintain and foster positive and harmonious working relationships with those contacted in the course of work. Perform other related duties and responsibilities as required. 

· Accounts Payable: Manage and coordinate the reporting process regarding actual performance relative to payments to vendors and work with Accounts Payables to resolve any invoicing issues. Respond to and resolve vendor inquiries and complaints.  Managed payroll for up to 65 employees in QuickBooks. Complete data entry into Paychex for payroll processing. 

[bookmark: _GoBack]PURCHASING AGENT- ADMINISTRATIVE SUPPORT 
MMR GROUP – CENTENNIAL, CO 				AUGUST 2012 – JANUARY 2014
Title: Purchasing Agent/Administrative Support 
Administrative Support for the  District Manager, District team consisting of Construction Manager, two Project Superintendents, Purchasing Manager, Project Estimator, Office Manager and District Safety Manager. Coordinate and arrange travel for District Manager and support team. Verify process and reconcile expense reports and fuel cards.
· Accounts Payable: Reconcile processed work by verifying entries and comparing system reports to balances. Review charges and expenses to accounts and cost centers by analyzing invoice/expense reports and recording entries. Monitor discount opportunities from vendors. Verify federal id numbers. Schedule checks; resolve purchase order, contract, invoice, or payment discrepancies and documentation; insuring credit is received for outstanding memos; issuing stop-payments or purchase order amendments. Payroll for up to 200 employees (cross trained as back-up for Payroll Administrator) 

· Accounts Receivable: Work with vendors to troubleshoot problem invoices, 
rectify issues and send to A/P for processing of prompt payment. 

· Human Resource Support: Recruit employees, new hire orientation, review new hire paperwork, maintain HR filing system consisting of employee files, training logistics and recordkeeping. Day-to-day efficient operation of the HR office. Follow up with training for H/R and Safety departments tracking systems.

· Purchasing Agent: Purchasing and receiving of electrical materials and consumables. Purchasing of office materials and supplies; coordinate shipping to jobs in field. Completed and processed the Colorado title paperwork for all new and used fleet.

REGION EXECUTIVE ASSISTANT					MARCH 1997 – JUNE 2012
RSC EQUIPMENT RENTAL    DENVER, CO
Title: Executive Assistant to the Region Vice President and Mountain Region Team

Managed busy schedules and calendar for the region executive team.  Act as the liaison with senior staff to ensure timeliness and required reporting to region staff, DM’s and store locations. Complete expense reports for Region Vice President and Region Team Director’s. 

Facilitate the timely dissemination of information to leadership team, and departments of the organization by preparing materials, correspondence, agenda packages, and other communications as needed. Conduct research and project coordination for region team. Responsible for confidential and time sensitive material, help prepare summaries, memos, proposals, and correspondence upon request.  Handle confidential reports and analysis.

Make and coordinate travel arrangements through internet and Concur travel database for Executive team, District Managers, applicable employees and interviewee’s. Coordinate meetings, conference calls, appointments, interviews, and additional executive events; including but not limited to selecting sites, times, agendas, and speakers, with minimal input from Senior Management. Coordinate and purchase materials needed for meetings, training and events. 

· H/R and Safety Support: Help with recruitment of region employees.  Review resumes and submit to H/R Manager for final approval. Set up interview schedules. Order all supplies for new hire and safety training packets. Greet and meet new hires, complete new hire orientation.  Schedule all training for H/R and Safety departments. Attend all OSHA and ANSI classes to ensure all training guidelines were met in the region. Follow up on all paperwork to ensure compliance.

· Fleet: Completed and processed the Colorado title paperwork for all new and used fleet and rental equipment. Completed and obtained SMM’s for all applicable equipment. Worked with Fleet Director and Service Manager on parts inventory, service reports, guidelines and spreadsheets for planned maintenance. Set up customer used equipment sales at store locations. Work with authorized dealers to set up training classes for service supervisors, field service and shop mechanics. 

· Accounting: A/P and A/R for Region and Districts ~ Invoicing for Region 6. Obtain PO's for invoices. Pull, receive and research when action required issues arise. Confirm A/R kept current by monitoring daily and weekly reports. Send out reminders to applicable managers to ensure prompt payment from customers. Reconcile invoicing from meeting’s and training and submit to accounting.  Research any discrepancies’ and work with accounting team to rectify any issues. 

· Telecommunications: Inventory control of computers and mobile phones. Order placement, troubleshoot issues and field support of mobile phones and ordering issues with IBM. Reconcile and review monthly cell phone bill, make adjustments to reduce costs for cost control measures

Misc. duties: Established and maintain the region filing system, monitor office supply inventory levels, and attend to office management details. Shipping and receiving of all region packages and materials, daily mail distribution and drop off to Post Office and Federal Express

Personal and Professional References provided upon request.	
