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 “Committed to adding value in all professional endeavors and relationships.”
MS Word • Excel • Outlook • Powerpoint • Quickbooks • Sharepoint
Steadfast, solutions-oriented Administrative Assistant seeks rewarding career utilizing my 18 years of experience and expertise in administration, project management and interpersonal relations.

Personal Attributes
· Exceptional typist, proven 70 wpm with 98% accuracy, 9,000 kph
· Enjoys team environment, excels at developing trustworthy relationships within an organization
· Interacts effectively with clients and co-workers from diverse backgrounds
· Demonstrates ability to apply critical thinking skills to any given situation and resolve dilemmas in a timely fashion
· Outstanding work ethic, possesses high level of integrity while protecting confidentiality
· Exceptional trouble-shooting talents with the ability to foresee potential problems

Relevant Experience
Administrative/Office Management
· Self-directed, industrious with excellent attention to detail while excelling in production and deadline oriented projects
· Broad knowledge of, and application towards, success in organizational operations. Have worked in small companies with a wide variety of responsibilities and for large corporations in the support of hundreds of employees and contractors
· Proven talent in selecting, installing and customizing various software packages
· Entrusted with the collection of fees, negotiation of liens and recordation and submittal of legal documentation along with access to companies’ and client’s accounts
· Review and quality control of various functions such as legal notices, mailing lists, A/P and A/R, contracts, builder financial statements, and all applicable legal documentation
· Maintained calendars and coordinated travel arrangements for 3 supervisors
· Always reached at least 100% of U.S. Bank’s tracked point system, including an 85% customer satisfaction rate which was in the 90th percentile of the entire company
Project Management
· Successfully transitioned company to an entirely new software package, customizing the package to the company’s needs and specifications
· Cleared backlog of overdue title policies by organizing overtime for team, finding and hiring local contractors and outsourcing work to a company in India
· Increased title revenue by 15% on a year-to-year basis by the proper application of title insurance fees
· Organized and managed booths at various trade shows
· On-boarded 50 overseas contractors in a one month period to the technology department while equipping them with all necessary hardware, software and office supplies
· Created and presented curriculum in the development of complex spreadsheets using Microsoft Excel

U.S. Bank, Graebel Companies, Inc.		Customer Service Representative	 (Contract Positions)		04/2017 – 02/2018
Metro Taxi					Dispatch Supervisor/Customer Service Representative		04/2016 – 09/2016
Wells Fargo, Servicelink, Stearns Lending,
Stewart Financial, Specialized Loan Servicing		Loan Servicing (Contract Positions)			07/2012 – 08/2015
AdvantaClean				Executive Assistant					08/2011 – 06/2012
Equity Title Associates II, LLC			Title Officer					05/2009 – 06/2010
Englund Roofing				Executive Assistant					06/2008 – 12/2008
Ameriprise Financial				Executive Assistant (Contract Position)			09/2007 – 04/2008
