PATRICIA A. NALLEY











9046A Neill Lake Road

Eden Prairie, MN  55347

Cell:  612.810.5231

E-Mail:  pnalley9046@msn.com

SUMMARY OF QUALIFICATIONS
A resourceful problem solver with excellent customer service skills. Dependable and organized. An achiever who meets deadlines and prioritizes with a can-do attitude. Found to be articulate, energetic, a team player and innovative.

PROFESSIONAL EMPLOYMENT
THE CANINE CLUB AND SPA







        2013 – 2014
Chanhassen, MN

Office Administrator

Responsible for all administrative duties including but not limited to HR, Payroll, Benefits, Scheduling, Accounting.  Acted as back-up receptionist checking client pets in for boarding or doggie daycare.  Ordered all office supplies, interaction with all vendors.
NORTHERN TOOL & EQUIPMENT  HEADQUARTERS
Burnsville, MN










   2012

Facilities Representative

Worked the Facilities Helpdesk responding to stores throughout the US facility’s needs. This included contacting vendors to make repairs to plumbing and roof leaks, forklift and cardboard baler repairs and anything else that falls within the realm of facilities. I consider myself a “fix-it” problem solver.
PERSONNEL DECISIONS INTERNATIONAL

Minneapolis, MN









     2000 – 2009

Facilities Coordinator

Responsible for corporate headquarters facility’s day-to-day and general office management. Back-up receptionist duties. Liaison between corporation and property management firm. Supervised administrative, mailroom, and copy center personnel.

Accomplishments

(
Strong administrative/communication skills

(
Detailed space planning


(
Billing reconciliation
PERISCOPE MARKETING COMMUNICATIONS

Minneapolis, MN









       1995 – 1999

Executive Assistant/Facility Manager

Responsible for facilities and office management, including environmental and security systems, space planning, negotiations of copier/fax leases, phones. Supervised administrative, shipping and receiving, maintenance and outside contractors as well as assisting the company’s Chairman/CEO.  


Accomplishments

(
Property Management

(
Coordinated special events

(
Developed integral list of preferred vendors

(
Acted as General Contractor on construction project saving company approximate $40,000

THE PILLSBURY COMPANY
Minneapolis, MN

Executive Secretary/Production Coordinator






          1990 - 1995

Responsible for the accurate production of high quality print and audio/visual requests. Solicited bids from external suppliers and negotiated price reductions. Assisted top management with coordinating special events. Handled all departmental travel arrangements. 


Accomplishments

(
Worked closely with upper management on confidential and time sensitive issues

(
Nurtured strong customer relations with both internal and external clients



(
Coordinated Pillsbury Doughboy appearances
EDUCATION

Warner Robins High School, Warner Robins, GA



      High School Diploma

Georgia State University, Atlanta, GA




       Studies – Sociology/Psychology




      
