Najla Brewster 
1185 32nd street unit 103 

Denver, CO 80205

Cell: 7202909639

E-Mail: najsonel@msn.com

Sep 1, 2013

Dear Hiring Professional,

Are you spending too much time handling administrative tasks? Would you like to free yourself from tedious detail work so you can focus on building your business? If the answer is yes, then we should speak.

I offer a three-year track record in office management and administrative support. You will benefit from my following 
Key strengths: 
· Computer expertise, with proficiency in all MS Office programs (Word, Excel, PowerPoint, Outlook and Access).

· Broad-based expertise covering a full spectrum of administrative duties, including executive support, office management, billing/invoicing, payroll administration, customer care, account management, database administration, document preparation, travel/meeting coordination and project/program support.

· Superior multitasking talents, with the ability to manage multiple high-priority assignments and develop solutions to challenging business problems.

· A Proven reputation, with a consistent history of exemplary performance reviews and recognition for driving efficiency improvements to office systems, workflows and processes. 
I am confident that if you hire me as your Payroll/Accounts Payable Specialist, you will have more time and energy to concentrate on growing your business. My resume is enclosed for your review. You may also call me at (720) 290-9639 or email me at najsonel@msn.com. Thank you for your time, and have a great day.

I have attached my resume for your review and I look forward to speaking with you further regarding your available position.

Sincerely,
Najla Brewster
Najla Brewster
OBJECTIVE

To acquire an Administative position in a stable and progressive company where I can utilize my efficient administrative skills to help the company continue to prosper.

SUMMARY OF SKILLS

Microsoft Office 2007

Receptionist/Multi-lines



Organized

Friendly

Word/Excel/Power Point
Tenant/Service Coordinator


Detail-Oriented

Dependable

Excellent Writing/Editing
Travel Arrangements/Expense Reports

Team Player

Intelligent

Typing (75 wpm)

Meeting/Event Coordination


Forward-thinker
Versatile

QUALIFICATIONS


Various Contract Opportunities 

· Responsibilities vary from Program Assistant to an Administrative Assistant/Receptionist for a non-profit agency. My duties have included: extensive communication with clients via phone/email; meeting set-up for executives; processing expense reports and mileage logs; editing and creating memos, letters and spreadsheets (Microsoft 2007); ordering materials and creating training kits; posting material on web; negotiating with training facilities and caterers for cost-effective pricing; inputting data in access and various company specific programs; creating building badges for new employees, ordering supplies and processing vouchers, scanning, faxing, and copying documents and data preparation.

J’Mere Marketing
Administrative Assistant/Office Manager


 08/2013-07/2010
· Administrative Assistant to the Owner of the company.  Assisted in the daily management of client portfolios
· Customer Service/Media Relations- daily contact with clients via phone/email to help resolve problems or concerns, screening of questions and requests to help maintain and initiate future business.

· Drafted vendor Service Agreements and coordinated vendor work once Agreement was signed. 

· Wrote correspondence, proofed, edited and revised lengthy documents.

· Created and edited Excel spreadsheets.

· Tracked and maintained 100+ vendor and client for accuracy and follow-up with vendors 

· Organized and maintained all client files. 

· Scheduled meetings, and took staff meeting notes.

· Coordinated tenant appreciation and building anniversary functions.

· Coded vendor and property related invoices, and follow-up with vendors if discrepancy in charges. 

· Back-up Receptionist – answered a high volume of incoming calls and in-person inquiries from clients and colleagues.
· Fed Ex/mail distribution and contacted couriers/blueprinting companies when needed. 

