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Summary of Experience:
Top-notch assistant with 8 years of experience managing business relations and special projects at the senior management level. Serve as primary point of contact and liaison between management, sales teams, personnel and clients. Maintain excellent written and oral communication skills, problem resolution abilities, and high level of confidentiality. Equally effective customer service and advanced word processing support. 


Employment Experience: 



Lowrance Properties 06-07 to 3-14
Administrative Assistant 
 Coordinated marketing events and open houses; organized details to assure success for the broker.
 Calendaring for the brokers using Outlook software.
 Process monthly expense reports and pay invoices. 
 Communicated regularly with clients ensuring overall customer service.
 Organized office activities, maintained supplies, prepared direct mailing and correspondence.

CAPCO 04-06 to 06-07
CNC Operator 
 Operated machines using calibrated tools and machines. 
 Read blue prints, made offsets, tool changes, de-burring parts, inventory of parts, pre inspection, and cleaned machines.
 Handled daily paperwork for all work orders.

Hilltop 12-01 to 04-06
Administrative Assistant 
 Provided administrative support to 13 teachers.
 Organized the details of travel arrangements and agendas.
 Calendaring for the teachers and the building manager using Outlook software.
 Scheduled and greeted clients and students, answered phone lines, purchased supplies, performed data entry and created new student files. 

Burger King 06-97 to 12-01
General Manager 
 Established friendly yet professional atmosphere that promoted attentive customer service and respect for co-workers.
 Trained new employees for restaurant positions and assured consistent quality of service. 
 Opened and closed facility, managed daily paperwork, cash and inventory.

