ELEACE C. BRADY
10440 OLATHE STREET
[bookmark: _GoBack]COMMERCE CITY, CO 80022
(720) 448-7223
eleacebrady@gmail.com


SKILLS
· High level MS Office Suite-to v.2010
· Planning and scheduling
· Excellent communication skills
· Customer service
· Interdepartmental coordination
· Field surveying
· 75 wpm typing speed
· Proficient operating general office equipment
· 
Oral communication
· Report preparation
· Deadline oriented
· E-mail configuration and support
· Training and development
· Individual tutoring
· Customized training
· Developing training materials and presentation


PROFESSIONAL EXPERIENCE
Communication
· Excellent presentation, written and oral communication skills
· Proven analytical, problem solving, time management and negotiation skills
· Demonstrated success in public speaking
· Clear, concise communication skills aiding in the ability to perform daily duties accurately and efficiently
Administrative Management
· Experienced creating and maintaining computerized customer databases
· Experienced using various software including MS Office Suite
· Reviewed clerical practices to ensure completeness, accuracy, and timeliness
· Prepared memorandums outlining and explaining technological procedures and policies to supervisory workers
EMPLOYMENT HISTORY
MAY 2009 – PRESENT
Self-Employed ~ Office Management, Executive Assistant, Software Trainer
Position requires ability to deal with customers on a direct basis to provide a high level of service satisfaction; specifically with MS Office (including Access & Outlook) training for all versions including Office 97 to Office 2010, training for efficiency with corporate data management and data analysis.  Also, provide general office assistance including scheduling travel, facilitating conferences and meetings. This position requires a high level of proficiency with Office software, remote access server capabilities, invoice & inventory tracking and providing an exceptional level of excellence with regard to various other office tasks.
JANUARY 2002 – MAY 2009
Corporate Administrator – AJ’s Plumbing & Heating, LLC & Plumb Crazy
Responsible for administrative duties for 2 small businesses; duties included appointment scheduling, writing and proofreading correspondence, form creation, handling both AR & AP and project budgets, office and project management
FEBRUARY 1998 – MAY 2001
Technical Consultant - Lead Network Engineer
As lead of department, handled policy & standards development & implementation, interviewing & hiring support staff and processing all company requests for software & computer hardware requests.  Exceptional skills regarding asset management and interaction with vendors for all Engineering department technical and facilities needs was also required
JUNE 1997 - FEBRUARY 1998
New Horizons Computer Learning Center - High-End, Technical Instructor 
Duties included instruction of classes up to 20 students. Responsible for design and implementation of course material and customization of specific information and training in Microsoft Office and other Windows applications
CERTIFICATIONS
  - MCP (Microsoft Certified Professional)		  - MCP MOUS (Microsoft Office User Specialist)
