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Frankie Creighton - Administrative Assistant
 
Frankie Creighton
frnkcrghtn@ymail.com     Mobile: 612-236-7744
 
Summary:
Experienced and accomplished Administrative Assistant, proficient in Microsoft Office, strong software applications aptitude, database management, organizational, planning, and problem solving skills.Excellence in office administration, customer service, and general office, multi-task and manage projects, prioritize, and meet deadlines without sacrificing quality. Experienced in the handling of allforms of personal, private confidential, and sensitive information, with complete discretion.
 
Professional profile:
Administrative
Provide administrative support to multi-level management, database operation and maintenance. SharePoint and web content administration, meeting, appointment and events calendar keeping.
Mail Sorting, coding, scanning and distribution, filling, faxing, scanning, copying and collating. Word processing reports, memos, letters and invoices.  Communications in-person, by phone, fax and email.Meeting scheduling, coordination, set up, material compilation and distribution. Travel arrangements, confirmation, adjustments and cancellation. Office Supplies inventory, ordering, and stocking.
 
Customer service
Front desk reception, multi-line switchboard, with high volumes of inbound and outbound calls. Appointment scheduling, follow-up communication and cancellations. Greet clients, visitors and co-workers in a courteous and professional manner. Give direction, answer questions, and respond to customer service needs by phone, fax, and e-mail and in person with a high degree of excellence.
 
Finance
Financial record keeping, accounts payable, accounts receivable, data collection, compiling and system input, accounts reconciliation, year-end close-out, and accountset-up. Account balance spreadsheet, account information compiling and report generation.
 
Education
Minneapolis Community and Technical College, 2015           AAS degree in Business Administration
 
Volunteer / Internship
Administrative Assistant / Volunteer               Youth Resources              Minneapolis, MN              01/14 – 05/14
 
Professional Experience
Ricoh/Towers Watson (Service Specialist)                                           Bloomington, MN              03/15-05/15
Performtel (CRS Call Center)                                                                       Hopkins, MN                            02/15-03/15
Target Corporation (Admin. Assist)                                                         Minneapolis, MN              12/14-01/15
Us Bank Corp (File Clerk)                                                                       Minneapolis, MN              11/14-12/14
Great Clips Corporation (Prostff)                                                        Bloomington, MN              09/14–10/14
Rels Valuation (Acct. Rep.)                                                                       Bloomington, MN              07/14–08/14
Wellington Home Improvements (Customer Srvc. Rep.)               Hopkins, MN                            04/14-05/14
McCormack Baron, Property Mgmt. (Admin. Assist.)               Minneapolis, MN               03/13-05/13
Us Bank Corp. (Data Entry Clerk)                                                         St. Paul, MN                            12/12-01/13
Travelers Commercial Insurance (Underwriting Support)               St. Paul, MN                            06/08-06/10
 
Additional Info
Career Information
Most recent employer
Officeteam Group Ltd
Relevant work experience
-
Highest Education
Associate Degree
Career Level
Experienced (Non-Manager)
Availability
Immediately
Location
US-MN-Minneapolis
Relocate
Will Not Relocate
Travel
Up to 50% travel
Willing to work weekends
-
Security clearance
No
Willing to work shifts
-
Target Job
Company size
-
Desired status
Full Time
Job type
Employee, Temporary / Contract / Project
Salary
31,000 - 100,000 USD/yr
Locations
US MN Minneapolis 

Work authorization
US - I am authorized to work in this country for any employer.
Job titles
Administrative Assistant
Industry
Business Services - Other
Computer Software
Occupation
Administrative Support
General/Other: Administrative/Clerical
Certifications
	


Honors and Awards
Career Highlights
Affiliations
	


Accomplishments
	


WorkKeys
References
 
Interests and Hobbies
Skills
	Skill
	Proficiency

	Language
	Proficiency

	Test English
	Fluent
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