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	Profile

	
	Administrative support professional offering versatile office management skills and proficiency in Microsoft Office programs. Strong planner and problem solver who readily adapts to change, works independently and exceeds expectations. Able to juggle multiple priorities and meet tight deadlines without compromising quality.

	Education

	
	Winona State University — Winona, MN                                                                          1989
Bachelor of Science – Office Systems Administration

	
	Relevant Courses:
Project Management for Executive Assistants
MS Office for Professional Staff
Electronic Presentations for Business Professionals 
Keyboarding and Document Formatting
Communication Skills for Executive Assistants 
Finance for the Non-Financial Manager 
Professional Office Procedures

	
	

	Key Skills

	
	Office Skills:
	Office Management
Records Management 
Database Administration

	Spreadsheets/Reports
Event Management
Calendaring

	Front-Desk Reception
Executive Support
Travel Coordination


	
	Computer Skills:
	MS Word
MS Excel
MS PowerPoint
	MS Outlook
MS Access
MS Project
	MS Publisher
FileMaker Pro
Windows

	Experience

	
	Mediascope, Inc. — Winona, MN
	Administrative Assistant, 2010 to Present


	
	Handled multifaceted clerical tasks (e.g., data entry, filing, records management and billing) as the office assistant. Coordinated travel arrangements, maintained database and ensured the delivery of premium service to students. Quickly became a trusted assistant known for “can-do” attitude, flexibility and high-quality work. 
Highlights:

	
	Interacted directly with customers via telephone, electronically or face-to-face in order to provide and process information in response to inquiries, concerns and/or requests about products, services and materials offered by the company.  
Answered customer questions and took care of complaints by providing troubleshooting information with the goal of ensuring a positive customer experience by possessing and utilizing my excellent communication, listening and exceptional problem solving skills.  
Entrusted to manage office in the supervisor’s absence. Provided timely, courteous and knowledgeable response to information requests; screened and transferred calls; and prepared correspondence.
Co-developed comprehensive, 60-page training manual that enabled faster ramp-up for newly hired support staff.
Developed innovative PowerPoint presentation used by the Office of Admissions to market executive support programs to potential customers.
Processed orders, forms, applications and requests relating to issues to the designated resource, as well as, manage customers’ accounts by keeping records of interactions and transactions.  Managed administration of customer accounts through communicating and coordinating with internal departments of the organization.
Earned excellent marks on performance reviews, with citations for excellence in areas including work volume, accuracy and quality; ability to learn and master new concepts; positive work ethic; and commitment to providing unsurpassed service.



	Charter House — Rochester, MN
	              Administrative Assistant, 2006 to 2010


	Greeted visitors in a very pleasant and professional demeanor while making notes of residents who enter and leave the facility; answered and directed all incoming telephone calls on a multi-line system, in a prompt and cheerful manner; assisted with clerical and other tasks as needed in an efficient multi-taking manner such as processing all in-coming and out-going mail; creating and maintain employee and clients files.  As the first person who I seen by newcomers to the facility, worked to assure made a good first impression.  Provided very friendly and outgoing customer service to the needs of residents and visitors through maturity, confident, knowledge and trustworthiness while respecting the privary of the caregivers and those we care for.  Kept the work area very clean and inviting while providing people with information about the facility and/or residents.
Highlights:

	Handled all word processing and typing. Entered data for reports, production items, shipping, and inventory. Maintained computerized inventory of all parts, supplies, and products.
Helped plan and organize company functions. Answered the telephone and represented the company in a professional and businesslike manner.
Created, organized, and set up an information center for manuals and schematics. Result: Better access to needed information, and less time searching for it.
Researched and set up a voice mail answering system. Result: Saves time for both the receptionist and the customers.

	


    
	                Herbergers — Rochester, MN
	[bookmark: _GoBack]               Clinique Sales Associate, 2006 to 2007


	Consistently created a positive experience at the Clinique counter by utilizing excellent interpersonal and communication skills, represented the highest standards in the industry and reached daily sales and service goals through comfortably approaching and touching clients while maintaining a professional appreance.  Greet each customer enthusiastically. Always ready to assist customers with product selection and ensure that the customers experience is a positive one.  Practice suggestive selling, sharing product knowledge and developed and maintained clientele book.  Attend vendor seminars.  Adhere to shortage control and compliance procedures.  Teamwork oriented.  Possessed enthusiasm for success and provided creativeness to make it happen while maintaining professionalism and product knowledge.
Highlights:
· Consistently meet and exceeded Clinique daily counter sales and standards through the Clinique Consultation by inviting clients into a warm, welcoming environment; listening well and uncovering individual client needs; advised and taught clients custom-fit skin care and makeup application through sharing expert product knowledge and demonstrating custom-fit solutions.
· Built business through creating new Clinique clients by continually inviting potential clients to the counter and participating in planning and executing special events and promotions and building a loyal clientele through follow-up contacts and creating/maintaining client relationships.
· Maintained an efficient, pristine counter and personal Clinique image by working with the business manager to ensure merchandising and counter standards are met.  Practiced hygiene standards, checked in new stock, took inventory, cleaned counter and testers while representing and maintain Clinique consultant brand image at all times.




First Bank – Rochester, MN                Trust Operations Supervisor 1989 to 1994

Supervised Trust Operations Staff by providing daily work oversight, guidance and input on performance management. Maintained financial information, account synoptic to create financial information for each trust account, including statements, customer contact information, fee schedules, tax information, and annual reviews. Maintained knowledge of all Trust Operations functions and filled in where necessary. Analyzed, interpreted, and processed a wide variety of transactions and was aware of their impact to financial statements and other customer reporting, such as taxes. Performed various compliance functions. Communicated with administrators to insure a quality product for our clients. Maintained reconcilement reports for all custody, mutual funds, and daily work to meet audit standards. Researched and resolve d exceptions that impact client holdings and income. Coordinated, monitored and processed tax reporting. Processed and managed client fees. 
                Highlights:
· Reconciled and resolved internal control accounts.
· Processed and managed  taxes and commissions as necessary.
· Maintained user records and assisted clients with internet access.
· Acted as back up for Operations Manager in his absence.
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Profile  

 A dministrative support professional   offering v ersatile  office  management skills and   proficiency in  Microsoft Office programs .   Strong planner  and problem solver who   readily adapts to change,  works independently   and exceeds expectations.   Able to juggle  multiple priorities  and meet   tight  deadlines   without compromising quality.  

Education  

 Winona State University   —   Winona ,  MN                                                                            1989   Bachelor of Science  –   Office Systems Administration  

Relevant   Courses:      Project Management f or Executive  Assistants      MS Office for Professional Staff      Electronic Presentations for Business Professionals       Keyboarding and Document Formatting      Communica t ion Skills f or Executive  Assistants       Finance for the Non - Financial Manager       Professional Office Proc edures  

 

Key Skills  

 Office  Skills:  Office Management   Records Management    Database  Administration    Spreadsheets/Reports   Event Management   Calendaring    Front - Desk Reception   Executive Support   Travel Coordination    

 Computer  Skills:  MS Word   MS Excel   MS  PowerPoint  MS Outlook   MS Access   MS Project  MS Publisher   FileMaker Pro   Windows  

Experience  

 Mediascope, Inc.   —   Winona ,  MN  Administrative  Assistant, 20 10   to  Present    

Handled  multifaceted  clerical tasks (e.g., data entry, filin g, records management and  billing) as the  office  assistant.  C oordinated travel arrangements , maintained database and  e nsured  the delivery of  premium service to  students .  Quickly became a trusted assistant  known for “can - do” attitude, flexibility and  high - quality  work .    Highlights:  

   Interact ed   directly with customers via telephone, electronically or face - to - face in order  to provide and process information in response to inquiries, concerns and/or requests  about products, services and materials offered by the company.         Answer ed   customer questions and  took   care of complaints by providing troubleshooting  information with the goal of ensuring a positive customer experience by possessing and  utilizing my excellent communication, listening and exceptional problem solving skills.        En trusted to m anage office in  the supervisor’s  absence . Provided timely ,   courteous and  knowledgeable response to information requests; screened and transferred calls;  and  prepared  correspondence.      Co - developed comprehensive , 60 - page   training manual  that  enabled   faster  ramp - u p for   newly hired support staff.      Developed  innovative  PowerPoint  presentati on   used by  the  Office of Admissions to  market executive support programs to potential  customers .      Processed orders, forms, applications and requests relating to  issues to the designated  resource, as well as, manage customers’ accounts by keeping records of interactions  and transactions.  Managed administration of customer accounts through  communicating and coordinating with internal departments of the organization .      Earned excellent marks on performance reviews, with citations for excellence in areas  including work volume, accuracy  and quality; ability to learn and  master new  concepts ;  positive  work ethic; and commitment  to providing unsurpassed service .  

