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Letitia Pinkney
9226 Seymour Ave Apt 2W Schiller Park, IL 60176     wb21us@yahoo.com  Phone 773-326-5783

Respected builder and leader of customer-focused teams; instill a shared, enthusiastic commitment to customer service as a key driver of company goal attainment. Lead by example and ensure the execution of all safety, security, quality and organizational operations policies.

Areas of Expertise

	Strong work ethic 

Customer service management

Retail operations management
	Customer satisfaction enhancement 

Front-end supervision

Cultivate and  promote team environment and staff morale
	Teambuilding and training

Front office operations


Professional Experience
	John Crane — Chicago, IL

	06/2015 to 8/15


Executive Assistant (Contractor)

Perform a wide range of administrative and office support activities for the department and/or managers and supervisors to facilitate the efficient operation of the organization.
· Answer, screen and transfer inbound phone calls.

· Receive and direct visitors and clients
· Resolve administrative problems and inquiries

· Prepare invoices, reports, memos, letters, financial statements and other documents, using word processing, spreadsheet, database, or presentation software

· Schedule and coordinate meetings, appointments and travel arrangements (domestic/international) for supervisors
· Open, sort and distribute incoming correspondence

· Facilitated, communicated, and resolved issues with internal and external constituents

· Set up and oversee administrative policies and procedures for offices and/or organizations
· Maintains customer confidence and protects operations by keeping information confidential
· Arranges programs, events, or conferences by arranging for facilities and caterers

	Allscripts — Chicago, IL

	07/2009 to 03/2015


Sr. Facilities Service Specialist
Manage facilities projects at two Chicago locations, including moves, closures, expansions, renovations and special projects. Assist Facilities Operations Manager and Real Estate Operations Manager to develop project budgets, track spend to budget, seek quotes and prepare spend requests, process invoices for approval and payment using Oracle
· Coordinates construction/furniture projects as required under the direction of the Real Estate Project Manager and the Facilities Operations Manager.

· Coordinates large move/relocation projects under the direction of Real Estate Project Manager and Facilities Operations Manager
· Maintains current inventory of office, cubicle and conference room furniture available, including location, description and condition

· Solicited bids and quotes from vendors

· Reviews, evaluated, verified, and processed invoices and prepared payment requests.​
· Maintains schedule of building maintenance processes requests from branches and departments to ensure requests were completed in a timely fashion.
· Acted as the primary contact for all regional personnel for any building issues (climate control, odors, smoke, spills, damage, emergencies and repairs)

· Maintained Crisis Incident Management Plan for locations and participated in drills and exercises

· Prepares spreadsheets and maintained databases to track certain expenditures.​
· Establishes vendor network for each location for furniture, moves, etc.

· Facilitated, communicated, and resolved issues with internal and external constituents

· Meet deadlines by recognizing best use of time and working with end results very clearly in mind.

· Developed and administered policies and procedures related to areas of responsibility

· Familiar with, Microsoft Office applications, GroupWise, SAP, and Oracle

· Established and maintained a positive working relationship with clients, agencies, and coworkers to promote a positive quality service image.

	Roosevelt University — Chicago, IL
	05/2009


Bachelors Business Administration
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