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Profile

An organized, dedicated professional with over 10 years’ experience as an Administrative Assistant.  Exceptional communication skills with knowledge of various office equipment. Able to handle multiple projects concurrently. Demonstrated ability to work under pressure while maintaining a high-level of professionalism.

Core Competencies

Work Experience

Administrative

Key Responsibilities:

· Negotiated and authorized contracts with customers, continued to monitor for contract fulfillment 
· Transmitted information or documents to customers, using electronic equipment
· Prompt and confidential in the handling of all training operations
· Performed administrative support tasks such as proof reading, computer work and schedule management
Management

Key Responsibilities:
· Planned, organized and supervised employees to ensure the work was accomplished in a manner consistent with organizational requirements 

· Trained employees on job duties and company policies.  Supervised, evaluated and referred employees on their performance, provided guidance when needed

· Discussed job performance issues with employees, identified cause and worked on resolving problems

· Handled daily operations and personal management for department head, including email reminders, meeting and event planning

· Designed, planned and organized orientation and training for employees, ensuring all qualifications are current

Customer Service

Key Responsibilities:
· Monitored, evaluated and recorded progress and training accomplishments

· Directed investigations to verify and resolve customer complaints

· Provided information about establishment, answered questions and assisted customers

· Excellent attention to detail and accuracy and great time management

· Goal oriented while still remembering that the customer is still important

UNITED STATES NAVAL SERVICE 1998-2008

Instructor/Office Manager

· Organized and developed training procedure manuals and course materials such as handouts and visual aides

· Presented information using a variety of instructional techniques, such as lectures and hands-on practicals

· Scheduled classes and assigned instructors based on apace, equipment and instructor availability

· Supervised the work of the office to ensure standards, deadlines and procedures were adhered to and any errors were corrected in a prompt and timely manner

· Communicated work procedures, expectations and company policies to staff

· Maintained records pertaining to inventory, personnel, supplies and machine maintenance

Gun and Radar Technician

· Read blueprints, wiring diagrams or schematic drawings, applying knowledge of electronic theory and mechanical components.  Assemble, test or maintain component as needed for repairs

· Tested electronic units using standard test equipment, analyzed results to determine performance and evaluate need for adjustment.  Perform preventative maintenance or calibrations as needed

· Maintained system logs or manuals to document testing, repairs or replacement of equipment

EMPLOYMENT HISTORY  2004-2015

Mountain Intermodal




Marshalls Creek PA

GAP Solutions





San Angelo TX

United States Navy




Norfolk, VA


EDUCATION

University of Phoenix




Phoenix, AZ


