






“Hard work and commitment is the key.”





Patresa V. Browne
New York, NY 10027

Dear Hiring Manager:

My skills and capabilities are used as an asset to any office team or company. As a good candidate I can offer you:  team ethics, initiative, hard work and motivation. I am looking for stability.  I am open to: permanent position, long term position, contract or temp. to permanent position.  If you are looking for an employee who is motivated and hardworking, then I am the one.

· Inclusive- I have respect for difference in background and I promote cooperation.
· Adaptable- I am flexible, open and receptive to new ideas and approaches.
· Motivated and Hard Working- I engage in problem solving; suggesting ways to improve and strive to achieve individual, unit and universal goals.
· Multi-Tasking-I am comfortable with handling any tasks assigned or projects, individual or simultaneously on a daily basis.

4 key terms that I stand by: communication, professionalism, planning and organizing. I am flexible with working for any industry that is looking for a hard worker. I am looking for stability or growth if/when possible.  I am a fast learner and quick study, if required when learning new operations and software. I am also open to entry level positions. My positive attitude and go getter mentality attribute to my success.   Being a college graduate who wants only the best within an office, or department in a company is what I strive to achieve. The parallel of my experience and diversity of industries that I have worked in gives me a balance of professionalism and knowledge. 

Enclosed you will find my resume. My past experience will allow you to compare the job qualification that you require with that of my work experience in an office environment. Thank you for taking the time out to read my information. Have a great day.

Sincerely,




Patresa V. Browne



   Patresa V. Browne
          Gpvbone1@hotmail.com 
					     (646) 878-5036

Summary:  I am a fast learner. I excel at multi-tasking in a fast paced environment and complete projects before given time and budget constraints. Knowledge of preparing invoices, expense reports, memos via correspondence in person or via email. Impeccable time management skills and calendar management; including exceptional versatility and adaptability skills, with the willingness to learn more. Open to work in a clinical or office env.

Education: Hunter College University of New York      
                    Baccalaureate Degree		            B.A.: English 		   
                    
	       BSA: Banking Regulation and Compliance Testing/ Certificate            90% 
	
                    Globe College: Authorized by NY Board of Regents and the Commissioner of Higher Education
                    Medical Terminology and Transcription –   Grad.: 5/2010                    G.P.A -4.0, A 
	       
Computer Skills: Microsoft Windows, Microsoft Word, Excel Outlook, PowerPoint, Internet Research- World Wide Web. Familiarity with IT Software for troubleshooting, Atlas, and Share point. Typing 50-60 wpm.
	
Experience/Employment History:  Currently:   P/T All Stars Project, Inc.-New York, NY     2011
Political Office Campaign Trail- New York, NY                                       			        2009- 2009
 Madison Avenue, NY- Politics- 
Administrative Assistant 
· Recruiter/originator of office staff -with a proven success of recruiting volunteers and expansion of our offices.
· Working to establish best practices for data collection data entry and preservation.
· Strong interpersonal and communication skills when communicating technical subjects to individuals.
· Supportive role: heavy phones, faxing, and mailing information. Marketing political candidate.
· Representing the campaign at all events in a professional manner, strong organization and time management.
·  Research, proofreading and editing: proven success on written material to and for the public with increase in voter response and turn out.
 
Sumitomo Trust & Banking, Co. LTD- Japanese Bank- New York, NY   	                                 2008- 2009
Madison Avenue, NY-Finance- 
Administrative Assistant 
· Assisting Officers of the bank; success with running two departments SPD and FID. 
· Overall Maintenance: follow up of all daily projects, purchase orders and computer maintenance. 
· Preparing Invoices, expense reports and trip expenses; maintaining schedules and calendar time.
· Viewing confidential information on a daily/basis- monitoring portfolios, preparing data, compiling information.
· Maintaining proper files downloading records for portfolios and all files needed for bank records.
· Assist in creating various documents to be submitted to other departments of the bank; liaison for executives.
· Coordinating with Third parties National and International Banks via correspondence and email.
· [bookmark: _GoBack]Keeping track of Market-To-Market pricing by written notice or electronically via bank {data entry & calculations}.
· Filing and tracking of Loan Trak and working with Treasury department for prep. / money draw down request.
· Assisting London office with Roll over using Bloomberg information.
· Assisting Officers for confidential closings and sale of deals, redemption of transactions.

Opinion Access Corporation
Marketing Research- Temporary Assignment					                  2008- 2008
New York, NY-Surveyor 
Assistant-Telephone Surveyor Research-Customer Service
·  Heavy research for private companies.
·  Heavy phone work, communication with applicants regarding prospective product.            
·  Compiling data- entering it into the data base.
·  Fast paced environment and heavy client interaction.
