Wendy Christine Pritchard
61 Crowe Lane, Flintstone, GA 30725
(423) 802-3084
wendycpritchard@aol.com
Summary
Dedicated and focused administrative assistant who excels at prioritizing, completing multiple tasks simultaneously and following through to achieve project goals.  
Highlights
· 
· Microsoft Office proficiency	
· Excel spreadsheets
· Meticulous attention to detail
· Results-orientated
· Human Recourses Management
· Professional and mature
· Over 12 years experience as an Administrative Assistant
· Over 10 years as a Supervisor
· Strong problem solver
· AR/AP
· Medical Terminology
· Schedule Management
· Workers’ Compensation knowledge



Accomplishments
· Coordinated all department functions for a team of 20+ employees.
· Managed the Workers’ Compensation plan for over 400 employees, including monthly safety meetings.
· Promoted from Administrative Assistant to Public Transit Supervisor/Workers’ Compensation Manager in 6 months.
· Oversaw the land acquisition project for the bridge replacement at Happy Valley Rd. and Hwy 193.
· Coordinated the conversion from old fuel pumps to the new key coded system for all county vehicles.
· Produced all monthly reports for the fuel system and vehicle maintenance.




Experience
June 2014 – Present (PRN)
[bookmark: _GoBack]Miller-Motte Technical Institute, Chattanooga, TN
Teaching Assistant	
·  Assist night time phlebotomy instructor to prepare and educate students on phlebotomy procedures.

January 2014 – July 2014
Blood Assurance, Chattanooga, TN
Donor Care Specialist
· Interviewed, performed physicals and phlebotomy procedures on donors in a blood bank.

July 2013 – December 2013
American Flags Plus, Ft. Oglethorpe, GA
Administrative Assistant
· Designed electronic file system and maintained electronic inventory and reports.
· Made copies, faxed, produced schedules & handled all incoming/outgoing correspondence.
· Created weekly/monthly reports or presentations.

July 2013 – July 2001
Walker County Government, Chickamauga, GA
Administrative Assistant/Transit Supervisor/Workers’ Compensation Manager
· Wrote reports and correspondence from dictation and handwritten notes.
· Maintained the County Coordinator’s schedule and agenda.
· Oversee the daily operation of a transit agency with over 4,000 clients.
· Managed the Workers’ Compensation program and safety training for over 400 employees.
· Oversee the daily scheduling of the transit office.
· Managed the yearly grants with the Georgia Department of Transportation.
· Produced all transit reports as well as all county fuel and equipment maintenance costs.

References

Gwen Maynor
Walker County Sheriff Deputy
(423) 802-3450

David Ashburn
County Coordinator
Walker County
(423) 421-6307

Traci Reece
Captain, Walker County Fire Department
(423) 595-1142

