Eva M. Bates
311 4th Ave.
Radford Va.24141
570.328.1590
eva.m.bates@gmail.com
Objective: 
To maintain a position with an established organization that will provide me with professional growth.  I prefer to work in a fast paced challenging environment. I possess excellent verbal/written communications skills with ability to relate well with a variety of people in difficult/stressful situations as well as demonstrated ability to handle multiple priorities and make sound independent decisions. 

Highlights: 
I am a working professional with over 20 years of experience working in the Federal and Public sector providing administrative/ logistical support services at a high quality level.  I am a self- starter with the proven ability to excel and successfully deliver the tasks that need to be accomplished. I am looking for a position that offers me the ability to use the skills I have already obtained but allow me to be challenged with new experiences.
Security Clearance: 
Secret Eligible (Active) – Interim Granted February 02, 2010
Skills:
· Accounts Receivable
· Cash Drawer
· Compliance
· Hiring
· Microsoft Excel 
· Microsoft Word
· Office Equipment including but not limited to computers, fax, phones and scanners
· Payroll
· [bookmark: _GoBack]Power Point
· Sales and Sales Account Management
· Scheduling

Education: 
BA in Psychology / Magna Cum Laude / Ashford University Clinton, Iowa 2012

Employment:
Front Desk Supervisor / Comfort Inn - Blacksburg Va. August 2011-Present
Duties and responsibilities include payroll, daily deposits and audits, as well as hiring/firing. Responsible for resolving customer complaints and building rapport, soliciting and booking groups for stays, training and managing the front desk staff, creating work schedules and resolving emergency coverage issues, as well as coordinating front desk activities with maintenance, management and housekeeping.  This position requires rotating shift work, holidays and weekends.  I utilized my proven ability to use computers and other associated office equipment.
Real Estate Agent / Atlas Realty, Inc. Wilkes-Barre Pa. Dec. 2004-Nov. 2010
As an independent Realtor I was responsible for maintaining customer relations while negotiating contracts in the best interest of my client.  From marketing properties, hosting open houses, scheduling of appointments, verification of buyer eligibility, mediating after inspections, and finalizing at closing, I maintained a hands-on approach at all times while providing loyalty and confidentiality to my clients.  I utilized my proven ability to use computers and other associated office equipment.  I consistently increased listing and sales volume yearly and remained in the top 5 Realtors throughout my company.
Verifying Official / Serco at Tobyhanna, Pa Dec. 2009-Nov. 2010
The verifying officer position requires attention to detail, multi-tasking and great customer service skills.  This contractor position complies with government regulations.  I currently hold a security clearance at the secret level. I verified identities and verified and filed appropriate documentation in order to make proper government identification for active, reserve, and retired military and their family members, government and civilian employees.  Documentation required use of Microsoft Word and Excel.  I utilized my proven ability to use computers and other associated office equipment.
Previous Employment:
I have held a variety of jobs all in customer service and clerical positions.  I started with retail sales and progressed to positions in companies that included car sales and plastics manufacturing.  A complete list can be provided upon request.  My focus has always been on problem solving

