WANDA L. VIDAL      
1647 Parkside Circle 			    					               Home:  303/665-4856
[bookmark: _Hlt97596668]Lafayette, CO 80026	
hankandwanda@comcast.net	Cell: 303/249-9234
PROFESSIONAL SUMMARY

Successful and organized administrative assistant looking for a position where I can utilize my overall experience without a high pressure office situation.  Proven professional with strong administrative skills and a solid record of dependability, accountability and independent judgment.   Performing administrative office functions with full knowledge of office practices, procedures, and computer applications (including MS Office applications). Proven ability to handle all office tasks, including project filing, organizing file systems, excel spreadsheets, accounting and clear cut organizational skills. Responsible and committed team member working with others towards achieving common goals.  

PROFESSIONAL EXPERIENCE

Project Accountant Administrator - MWH Global   						2010-2014
· Responsible for all Project Accountants with filing
· Maintain databases for Iron Mountain Archiving, Sub Contractors and Project Accountants 
· Spreadsheet tracking for archived projects
· Special projects including:
· Retrieving files for audits
· Job Closure reporting
· Performance review tracking on spreadsheets
· New Hire Training on Filing Best Practices
· Basic E1 Skills – i.e. retrieving data and data entry 
· Member of the SSC Council – organized fundraisers, company recognition parties, etc.

Small Business Owner (Tanning Salon) – Owner Self Employed   					2007-2010
· Client service
· Scheduled appointments
· Ordered supplies
· Daily budget tracking, accounting and bookkeeping
· Marketing
· Responsible for daily operations of small business

Human Resources Clerk/Administration – McLane Western    					2006-2007
· Scheduled appointments
· Arranged meetings/conferences/lunches/company recognition picnics, etc.
· Delivered New Hire Orientation
· Dealt with and handled confidential and sensitive information. 
· Called upon to perform special administrative projects of both a confidential and non-confidential nature.
· Prepared inter- office correspondence for the HR Manager
· Developed and prepared presentations for meetings 
· Switchboard/reception coverage daily
· Filing

Rocky Flats Environmental Technology Site							1990-2005
Executive Administrator –- Kaiser-Hill – Rocky Flats Closure site Services, LLC - Los Alamos Technical Assoc. 
Safe Sites of Colorado – EG&G  
· Provided administrative support for Project Managers, Department Managers, Supervisors and their support staff within Operations, Maintenance, Engineering, and Special Projects.
· Inter company correspondence
· External correspondence
· Maintained all files 
· Handled the hourly workers filing, copying and organizing forms during the shutdown (up to 300 sets per day).
· Oversight and management of budgeted expenditures for department.  Independent authority to spend up to $50,000.00 per month on revolving line of credit.
· Provided administrative support simultaneously to multiple organizations. Prepared and drafted reports, presentations, and records tracking.
· Supported internal and external compliance issues and investigations.
· Compiled and prepared quality data and reports.
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Rocky Flats Environmental Technology Site (cont.)
Office Management – Kaiser-Hill – Rocky Flats Closure site Services, LLC - Los Alamos Technical Assoc. 
Safe Sites of Colorado – EG&G  
· Managed day-to-day administrative activities and calendars for Project Managers, Group managers, Supervisors and their support staffs.
· Arranged and coordinated meetings and conference calls.
· Answered multi-line telephone in an accurate and congenial manner.
· Created and organized computer based filing system to track all incoming and outgoing correspondence.
· Handled all security administrative inquiry reports.
· Produced timely and accurate reports and maintained all building bulletin boards.
· Coordinated hourly overtime-list to ensure workers remain within contractual guidelines.
· Administered the creation, reproduction, security, maintenance, and use of all corporate records.
· Proposed records formats and storage methods.
· Conferred with management regarding records management needs.
· Established policies and procedures for document development, retention, and disposition.
· Prepared microfilming, processing and duplication of Quality Assurance records.
· Scheduled training, answered phones, maintained files, ordered supplies, and assisted department manager.


Special Events Planning during my tenure at all positions held i.e.:
· Organized, planned and produced special events for up to 900 individuals such as:
· [bookmark: _GoBack]Barbeques, Holiday events, personal recognition parties such as baby/wedding showers, retirement parties, several events over the years.
· Highly motivated and committed to delivering top quality service.
· Independent Office Manager focused on creating a positive and enthusiastic work environment.

EDUCATION

High School Diploma, Seekonk High School
Seekonk, MA USA

ADDITIONAL TRAINING

Development Courses
· Developing and maintaining Procedures 
· Writing Procedures to Sitewide Standards 
· Conduct of Operations 
· Myer's Briggs Management 
· Grammar, Proofreading for Business Professionals 
· Assertive Communication Skills for Women 
· How to deal with difficult people 
· How to Combat Stress and avoid Burnout 
· Time Management 
· Conflict Management 
· Microsoft Power Point, WordPerfect, and Excel 

Technical Skills
· MS Office Suite 
· Records Management 
· Administrative Support 
· Technical Support 



