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Experience
	Total years experience:
	6 Months

	Job Categories:
	Admin - Clerical  (No experience)
Facilities  (No experience)
  (No experience)


	
	



Work History
	Company Name:
	
	(0 Years) January 2013 - Present

	Job Title:
	Executive Assistant- New Perspective Senior Living

	

	Company Name:
	St. Louis County
	(0 Years) April 2011 - June 2011

	Job Title:
	Administrative Internship



Education
	School:
	
	Graduation Date:
	January 2011

	Major:
	Administrative Office
	
	
	

	Degree:
	Associate Degree
	
	
	



	


Additional Skills And Qualifications
	Recent Job Title:
	EXECUTIVE ASSISTANT- NEW PERSPECTIVE SENIOR LIVING
	Recent Wage:
	

	Languages Spoken:
	
	Managed Others:
	

	Security Clearance:
	No
	Military Experience:
	

	
	
	
	

	
	
	
	

	
	
	
	



Desired Position
	Desired Wages:
	
	Desired Employment Type:
	

	Desired Travel:
	
	Desired commute:
	

	Desired Relocation:
	
	



Resume

JENNIFER ULMER
12962 Morgan Place
Burnsville, MN 55337
218-996-2226
jenulmer28@hotmail.com
OBJECTIVE
To obtain an administrative support position with opportunities for growth.
SUMMARY OF QUALIFICATIONS
• Builds and maintains strong both internal and external rapport
• Competent to work independently with little direction
• Overseeing scheduling and working through scheduling issues
• Proficient organizational skills with ability to prioritize and multi task
• Positive disposition with strong customer service mentality
EDUCATION
• AA Degree in Administrative Office
❖ Graduated with 4.0 GPA in 2011
PROFESSIONAL EXPERIENCE
EXECUTIVE ASSISTANT- NEW PERSPECTIVE SENIOR LIVING
January 2013-May 2013 (Contract Assignment)
• Effectively dealt directly with customers either by telephone, electronically or face to face
• Responded promptly to inquires
• Directed requests and unresolved issues to the appropriate resource
• Coordinated meetings and conference registrations
• Supported market research efforts
• Proactively maintained office inventory
• Provided courier and printing support
• Ensured organization of production room and provided basic equipment maintenance
• Covered shipping support for internal departments
• Provided new and current staff of all locations with timely resolutions to daily inquires
• Arranged travel accommodations and details for executive leadership
• Contributed to team effort by accomplishing projects as needed.
ADMINISTRATIVE INTERNSHIP - ST. LOUIS COUNTY
April 2011-June 2011
• Assisted social workers, financial workers and public health workers with daily projects
• Supported staff access to multiple state computer programs for entering data and researching client information
• Supported payroll and cashier functions,
• Scanned mail/documents into paperless financial assistance system
• Maintained spreadsheets and office files
• Transcribed interviews and ordered supplies
• Processed mail, photo IDs, keys/fobs, etc…
*Reference available upon request.
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