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Wendy J. Matullo

4795 Aberdeen Avenue ● Highlands Ranch, CO 80126 ● 720-537-5944 ● wendyjgm@msn.com 
OBJECTIVE: 
To obtain a busy, challenging position where my administrative skills, customer service background, education and outgoing personality will offer opportunity for contribution toward development and growth.
PROFILE:
A highly qualified and dedicated professional offering a successful job performance record in ministries, administrative, retail, and public service industries; responsible for managing busy office systems, maintaining or increasing sales goals and successfully and skillfully working with the people/public/clientele in a variety of situations.  I possess very strong, relatable people skills; discerning and customer service oriented.
SUMMARY OF QUALIFICATIONS:

Education:
California State University, Chico


Bachelor of Arts, English
Skills and

Strengths:
Polished and professional…Strong moral character…Excellent written and communicative skills…Intelligent…Outgoing, positive personality… Self-motivated…Team player…Optimistic...Achieves and exceeds job objectives…Punctual…Highly personable…Goal setter…Dependable…Results oriented…Service oriented
PROFESSIONAL EXPERIENCE:

2013

to 2014
Wells Fargo
 
              






                    Littleton CO

Bank Teller


Recruited from a multiple interview process and completed two week training course.  Processed transactions for customers in a busy environment.  Created relationships with customers to maintain warm business relationship.  Cross-sold products as needed.  Maintained excellent customer service.
2013
Lasater & Martin, P.C.





                 Highlands Ranch, CO Receptionist


Interim job where I served as “Director of First Impressions" for a busy, successful law firm. Greeted and escorted clients to meeting rooms. Answered and fielded phone calls to attorneys, set up conference calls, prepared meeting rooms for meetings. Maintained upkeep and cleanliness of two kitchens, stockroom, including the ordering of supplies and food. Opened new case files, update contact information utilizing Colorado law filing online system. Managed office calendar.

2011

to 2012
Colonial Baptist Church







          Cary, NC
Administrative Assistant

Served as assistant to Pastor of Sports Outreach programs.  Responsible for maintaining organization of a variety of sports programs for children and adults, including registration, payment processing, forms, uniforms and award nights.  Operated PayPal system and managed/updated website. This position involved a tremendous amount of people skills, professionalism, organization, timeliness and follow-through.   
2009

to 2010
Hope Community Church







       Raleigh, NC


Lead Preschool Teacher


Teach, play with and protect preschool children aged 3 to 5 years.  Manage strong communication with parents regarding safety and growth of children.  Develop appropriate, weekly-themed curriculum to teach with.  Keep regimented schedule while at all times maintaining a fun, safe, learning-filled environment.
2000
to 2003
Konstant Products, Inc.







          Skokie, IL

Office Manager

Managed the office of a highly professional structural steel engineering firm.  Maintained professional image as I was made the first impression for the company to all potential and existing clients.  Managed calendar for three CEO’s.  Set up meetings for possible sales.  Prepared for meetings as well as processed sales orders, managed inventory, heavy phone interaction and computer use.
1998
to 2000
Delta Airlines









        Atlanta, GA


Flight Attendant

Selected from a long process where thousands applied to be a flight attendant for Delta Airlines.  Entered rigorous Flight Attendant Training Program and graduated second in class.  Served on domestic and international flights, representing Delta by upholding all policies, guidelines and service details on each flight.  I was often promoted to “A-Line” attendant, being the lead flight attendant on those particular flights.  Interacted closely with flight crew, ground crew and, most importantly, passengers.

1996
to 1998
The Irvine Company
 Newport Beach, CA


Executive Assistant to Senior Vice President and Treasurer

Managed Senior VP’s busy schedule, high volume of phone calls, arranged travel plans, hired and managed assistants for special projects.  Planned and put together a large, extremely important annual event for bankers from worldwide banks.  Daily work involved managing phone lines, preparing various spreadsheets, generating correspondence as needed and keeping Senior VP up to date on daily financial news via Reuters.  Represented Senior VP in meetings he was unable to attend due to busy schedule, planned meetings involving paperwork, room set up, catering.  At all times represented company and Senior VP with professionalism, integrity, and intellect.  
