Camie Lemus
  Home/Cell: 815-414-3822
		camielemus@yahoo.com
 
Career Profile:  A highly qualified quality candidate looking for Clerical/Admin Assistant position with previous work experience in customer service/management field.
Summary of Qualifications
Efficient, hard-working, and dedicated professional Complete knowledge of clerical /management, administrative task, Good typing and communication skills, Excellent typing speed and familiarity with accounting principles, Brilliant team player, and highly organized, Multi-tasking and problem-solving abilities, Remarkable analytical and coordination skills Sincere, punctual with an ability to interact with staff, clients and management Prepare invoices, billing statements, checks, receipts and other documents and get it, Assist senior clerks and managers in solving customers’ problems compiled, sorted and filed billing and other documents approved from supervision knowledge of customer relationships management, Authorized over eased employees and assisted any problems, strong knowledge of Microsoft excel, PowerPoint, and payroll knowledge of ADP, type 70 wpm Demonstrated ability to calculate figures for assisting accounting procedures and handle quality assurance issues.

Riverside Medic al Center/ Pain Management 
Executive Assistant Admin/ Human resource Specialist Dec. 2012 to August 2014
· Working with HR team members to establish and execute policies and procedures
·  Managed payroll and account systems with Time-Trax database/QuickBooks/SAP
·  Working with Boss (Joseph Gicochino) to accurately decipher staffing needs, scheduling interviews and preparing offers for ideal candidates
· [bookmark: _GoBack]Used ADP on daily basis for keeping track of vacation and holiday time:  scheduled/organized Joseph flights 
· Managing employee relations, new hire orientation, and benefits support 
· Working with executives and team managers to create and execute training program for company as well as, prioritizing training schedule
· Establishing relationships with top training and recruitment agencies to ensure top notch business training and candidate support for company
· Managing  recruitment and training reports in order to guarantee information is accurate and up to date
 	


Cimco Recycling/Loop Logistics 
Office Manager/ Construction Safety Coordinator July.2011 to Dec.2012
· Over one year experience in management and account payables 
·  Comprehensive knowledge of inventory control, inspection and warehouse operations
· In-depth knowledge of processing shipments by means of database/wrote up-processed BOL’s
· Able to answer phones, check in drivers and order follow ups
· Knowledge of utilizing the Fed-Ex and Ups systems/scheduling pick-ups and deliveries daily
·  Expert user of MS Word & Excel
·  Proven record of providing excellent customer service
· Good written and verbal communication skill
· Launched new hire orientation and safety regulations weekly and monthly (OSHA)
· Presented/gave practical exams for new and former employees
· Added up daily time cards and weekly payroll/account receivables ; EZLabor Time
· Wrote up employees for misconduct or excessive absences
BERGNERS DEPT. STORE	
Clinique makeup consultant April 2010-2011
· Handled the administrative duties
· Assist senior clerks and managers in solving customers’ problems
· Compiled, sorted and filed billing and other documents
· Maintained good relationships with clients and staff
· Typed letters, memos and official correspondences and took authorized signatures for authentication
· Assisted clients’ in solving software-related problems
· Served as the primary point of contact for business concerns
· Assisted in general and diverse functions
Heartland Community College
Advisor Office Aid/Oct.2008-April 2010
· Discussed orientation/used databases, ex: Soar orientation
· Guided students right direction and discussed classed schedule/answered phones and made appointments
OSHA CERTIFIED (April 2013)
Education:   Associates in Arts-Heartland Community College.
Midwest College of Cosmetology- graduated in June 2007-Cosmetology license
