[bookmark: _GoBack]LAYLA BRISTOL
8097 165th Lane, NE    Redmond, WA 98052   layla.bristol@gmail.com    425.223.6832
QUALIFICATIONS PROFILE
Dedicated and hardworking individual poised to excel as a Human Resources Assistant, drawing on strong business knowledge, exceptional organization, and strengths in the following:
· Administrative Support: Experienced Executive Assistant proficient in receiving, scanning, and filing confidential documentation; maintaining complex reports and spreadsheets; and managing inventories and office supplies. Detail-oriented in scheduling, data entry, and calendar management.
· Customer Service: Background in frontline customer service, with passion for exceeding expectations and building strong client relationships. Active listener able to effectively assess customer needs, educate on products and services, and offer appropriate, tailored solutions. 
· Effective Communication: Personable and courteous in all team and client interactions. Strong cultural awareness gained from 11-year residence abroad; talent for interfacing effectively with individuals of diverse backgrounds. Clear and articulate in verbal and written communication. 
· Additional Strengths: Energetic, self-starting, and flexible; able to coordinate, prioritize, and advance several ongoing, concurrent projects. Confident and resolute in handling various conflicts and problems.  Proficient in MS Office Suite, with valuable experience in hardware / software configuration. 
EDUCATION
Bachelor of Arts Degree in Business Administration / Focus in Human Resource Management
EAST TENNESSEE STATE UNIVERSITY, Johnson City, TN
Coursework in Political Science 
FLORIDA ATLANTIC UNIVERSITY, Boca Raton, FL
EXPERIENCE HIGHLIGHTS
EAST TENNESSEE STATE UNIVERSITY, Johnson City, TN
Business Administration / HR Management Student, 2009 - 2012
Completed coursework and projects in business strategy, HR planning and policy, staffing, compensation, finance management, accounting, marketing, quantitative methods, and management information systems.
· Gained solid understanding of business law and key federal, state, and local employment regulations.
CARTER COUNTY COURTHOUSE, Elizabethton, TN
Register of Deeds Clerk, 2012
Priced, indexed, and scanned new deeds into courthouse system. Organized and filed documents, maintaining strict confidentiality. Conducted and maintained inventory on physical properties.
· Provided timely, efficient service to customers in accessing various historical records. 
INTECH INVESTMENT MANAGEMENT, LLC, West Palm Beach, FL
Executive Assistant, 2006
Assisted senior staff and cross-departmental managers and employees with administrative functions. Filed reports, made photocopies, and organized office supplies. Received and routed incoming calls and emails.
· Completed conversion of company documents into spreadsheet databases and bound reports. 
ABERCROMBIE AND FITCH, Palm Beach Gardens, FL
Impact Team Member / Brand Representative, 2005 – 2006
Greeted and assisted customers with purchases. Received, recorded, and organized incoming merchandise. Handled customer issues and problems with tact and diplomacy.
· Earned fast-track promotion to Brand Representative for outstanding customer service abilities.

