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Summary
PROFESSIONAL SUMMARY

Administrative Assistant focused on driving productivity by leveraging strong front office
management skills.
Highlights
Results-oriented			AS/400
Self-directed	Schedule management
Dedicated team player				Billing and coding
Time management		Microsoft Office proficiency
Excel spreadsheets
Experience
Friendship Health & Rehab                                                                                January 2014 to November 2014
Administrative Assistant
Roanoke, VA
Managed the receptionist area, including greeting visitors and responding to telephone and
in-person requests for information.
Completed data entry and updated client information.
Billing and Coding for financial documents and internal and external invoices.
Organized files, developed spreadsheets, faxed reports and scanned documents.
Scheduling and AS/400 Management.
The Roanoke Times	May 2012 to September 2013
Machine Operator
Roanoke, VA
Duties include setup and operation of the mailroom machinery, including troubleshooting,
verifying and staging inserts, maintenance and cleanup of mailroom equipment and
redistribution of the workforce.
GreyStar Construction	February 2011 to August 2011
Personal Assistant
Roanoke, VA
Duties include transportation of children, childcare, errands, maintaining a clean work area
and appointment scheduling.
The Glebe	February 2009 to June 2011
Dietary Aid
Daleville, Va
Duties include selecting, prepping, serving residents' meals.
Stocking and maintaining hygienic standards for food storage facilities.
Southern Trace Builders	June 2008 to August 2010
File Clerk
Daleville, VA
Answered and managed incoming and outgoing calls while recording accurate messages.
Opened and properly distributed incoming mail.
Maintained a clean reception area, including lounge and associated areas.
Obtained signatures for financial documents and internal and external invoices.
Education
[bookmark: _GoBack]Virginia Western Community College
Associate of Science in Business Administration
Roanoke, VA
Coursework in Business Administration, Communications and Accounting
