
Bertie “Buffy” Mae Magnon
   5195 D W North Rd.  Kiln, MS 39556
buffyfavre@hotmail.com
(337) 347-1111

Summary:	I have several years’ experience working in customer service, administrative and research and analysis.  I am interested in working for a company that offers career growth, learning opportunities and a team environment.  

Job Skills & Training:	Microsoft Suite (including Word, Access, Excel, Power Point and Outlook), WordPerfect (all versions), 10-Key, Alpha-Numeric Data Entry 11000 Keystrokes, Typing 40-45 wpm, Records Management, Inventory Management, Data Logs, Operating and basic troubleshooting general office equipment.

Experience:	American Truck Group 6/14- present
	Administrative Assistant
· Customer Service
· Answering and initiate phone calls using multi phone system
· Database management
· Research and investigate insurance claims
· [bookmark: _GoBack]Scan and electronic filing documents for cases 


 Judice Construction, 07/12- 12/12
	Administrative Assistant
· Responsible for all administrative activities within the office
· Processing and consolidating payroll, time and attendance, leave time, vacation time and attendance reports.
· Receiving and announcing visitors, answering and directing multi line phone system.
· Created and maintained an electronic and manual filing system for field records, case management and personnel files.
· Composed all written and electronic documents, reports, forms, and flyers for the office.
· Independently responsible for answering general administrative inquiries from other departments and sensitive inquiries regarding case work and employee information.

Davis & Crump P.C., 09/09 – 07/11
	Legal Assistant
· Requests from original sources medical records, death records, billing statements
· Answers and initiate phone calls to potential clients for lawsuits
· Legal Research
· Preparing legal documents for court in hearings, settlements and dispositions
· Front Desk duties, answering multi line phone system, directing phone calls to proper departments and assisting walk in clients
· Assisting with complaints from clients
· Database management for case files, including client database with contact information, medical information and case history
· Assisting with case studies on pharmaceuticals
· Mass mailings for market research
· Customer Service
	
Federal Emergency Management Agency, 02/06 – 06/08
	Administrative Assistant
· Responsible for all administrative activities within the field office
· Processing and consolidating payroll, time and attendance, leave time, vacation time and attendance reports.
· Receiving and announcing visitors, answering and directing multi line phone system.
· Answering inquiries and providing information to other county offices and main office. 
· Created and maintained an electronic and manual filing system for field records, case management and personnel files.
· Liaison with main office administrative branch to assure policies and procedures were current and administered to staff properly.
· Composed all written and electronic documents, reports, forms, and flyers for the field office.
· Independently responsible for answering general administrative inquiries from other departments and sensitive inquiries regarding case work and employee information.

Johnson Service Group, 09/05 – 11/05
Data Entry Clerk
· Data Entry using a variety of database including an in-house unique ordering and tracking system and standard software such as MS Access, Word, and Excel.
· Created, distributed and recorded  work orders
· Logistics coordination
· General office duties such as filing, typing correspondence, errands, and records management.


Grand Casino, 06/04 – 08/05
VIP Reservationist
· Assisted clients with confidential matters
· Assisted with booking reservations for VIP members including hotel, travel, rental services and leisure activities

Southeast Airlines, 03/01 – 04/02
Flight Attendant
· Maintained safety and control over passengers
· Monitor passenger and cargo manifest
· Maintained FAA flight manuals and current procedures


Education:	      Aveada Institutes- Esthiology
Blue Cliff College - Degree in Massage Therapy
Southeast Flight Attendant School – Aviation Standards Training     Certificate
	      Hancock High School – High School Diploma



References:		    Bobbie Booth (work and personal)
			    228-234-3530

			    Dale Hebert  (work)
			    337-298-9538      

			    Belynda Barfield Leblanc (personal)
			    504-729-8860

Volunteer:		   Carencro Fire Department
			   Carencro, LA. Station 1 & 2 
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