
Stacey Carr
496 Boyden Ave.  Maplewood, NJ 07040
Home: 973-996-2480  Cell: 862-237-5448
Staceyl@tmo.blackberry.net
 Administrative Assistant
	Profile

	
	An Administrative Support professional with a strong commitment to excellence who readily adapts to change, works independently and exceeds expectations; one who offers flexible office management skills and proficiency in Microsoft Office programs,  a critical thinker and problem solver with the ability to manage multiple projects concurrently and efficiently.

	Education

	
	Georgian Court University — Lakewood, NJ

	
	Major: English

	
	Minor(s): Communication & Psychology


	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
Internet
	

	Experience

	
	Swoozies, Florham Park, NJ (2008-2010)
	HR Assistant

	
	· Input and filed new employee information 
· Processed weekly payroll
· Assisted with employee benefit enrollment
· Maintained employee attendance data base
· Handled all faxing, copying and email correspondences 

	
	AppleOne, Parsippany NJ  (2005-2008)
	Office Coordinator

	
	· Answered and routed all incoming calls promptly and  professionally
· Posted employment opportunities and researched qualified applicants
· Scheduled and confirmed applicant interviews for  branch Account Executives
· Administered test and evaluations to applicants
· Processed weekly payroll, distributed mail, faxed, copied and emailed as necessary

	
	Turner Construction, Somerset, NJ (1999-2003)
	Training Coordinator

	
	· Scheduled and coordinated training seminars for the business unit
· Recruited trainers, managed training  budget and  coordinated  monthly committee meetings
· Prepared training presentations  for trainers and packets for attendee’s
· Arranged overnight hotel accommodations, transportation and meals for each seminar
· Tracked and maintained employee training  history database

	
	Recognition: 

	
	Earned excellent marks on performance reviews, with citations for excellence in areas including work volume, accuracy and quality. Recognized for ability to learn and master new concepts, positive work ethic and commitment to providing unsurpassed service with a “can-do” attitude.
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