MARIA F. COULTER	16363 E Fremont Ave, 624, Aurora, CO 80016

MCoulter128@gmail.com • Cellular (303) 883-1644


Summary
Administrative support professional with more than 3 years of experience; adept at working in fast-paced environments demanding strong organizational, leadership and interpersonal skills. Committed to exceptional customer service and driven by challenges. Detail-oriented and resourceful in organizing and completing projects; ability to multitask effectively.


Skills
	· Microsoft PowerPoint
	· Microsoft Outlook
	· Microsoft Word

	· Blackberry Manager
	· Microsoft Excel
	· Adobe Photoshop

	· ISO Certified
	· Adobe Acrobat
	· Magic Service Database

	· Docushare
	· Deltek
	· Adobe After Effects

	· Adobe Premier
	· Data Entry
	· Editing and Proofreading

	· Appointment Scheduling
	· Knowledge of Office Equipment (Copier &Fax)
	· 10-Key Calculator

	· Administrative Support
	· Basic Secretarial
	· Mail Distribution

	· PC Operations/Data/Back-ups      
	· Schedule Coordination
	· Basic Computer Maintenance

	· Oracle CAS system
	· Optima
	· Citrix server



Areas of Expertise
Organized conferences, large department meetings.
· Scheduling conference rooms and calls for meetings
· Coordinating with off-site personnel
Maximized productivity by maintaining multiple calendars, scheduling meetings, and tracking company assets. Maintained office equipment.
· Tracking company and government assets
· Working with vendor invoices
· Creating photocopies for on-site and off-site distribution
Prepared monthly spreadsheets monitoring more than 5 ongoing projects. Oversaw status of projects by continually gathering information and following-up with directors and staff.
· Generated reports from on and off-site personnel
· Tracking installation of parts, deletions and transfers

Experience
Move Management Inc.	2012 to 2013
Auditing Clerk
Maintains and enters multiple invoices for transferees throughout the country.
· Enters in House Hold Good and Automotive information for transferees in Oracle
· Performs basic auditing on invoice spreadsheets
· Inspects documents for inaccuracies
· Maintains and files customer invoices

FlightSafety Services, Centennial, CO	2011 to 2012
Receptionist
Maintained all types of communication systems.
· Answers 150 line switchboard, utilizing voicemail system, greets clients.
· Maintains office organization
· Assists Human Resources with employee file sorting and verifications
· Sorts and handles in and outgoing mail and Facsimiles
· Schedules overnight deliveries

FlightSafety Services, Centennial, CO	2008 to 2011
Administrative Specialist / Administrative Assistant
Managed all administrative facets of JPATS Department including electronic coordination and conference/meeting scheduling, mail distribution, production coordination, research and ordering of all office supplies and services and supervision of 150 inter-telephone lines.
· Tracking company and government assets of over 10 Million Dollars, including: installation of parts, deletions and transfers
· Submitting proposals and contractual agreements to government offices both electronically and physically
· Document preparation and distribution including: document formatting, proof-reading and spell checking
· Coordinating with off-site personnel to gather information for monthly reports
· Created photocopies for on-site and off-site distribution
· Physical and electronic filing
· Created PowerPoint presentations

FlightSafety Services, Centennial, CO	2007 to 2008
Human Resources Clerk
Managed administrative functions within department to include assisting HR Manager with recruitment, hiring, and completion of new-hire administration processes.
· Performed background and reference checks for new hires and applicants
· Managed human resource activities to support over 1000 employees
· Created benefit packages for employees
· Trained and acted as the back-up receptionist

Lenscrafters, Aurora, CO	2002 to 2007
Sales Floor Supervisor / Apprentice Optician
Maintained sales team statistics and work schedules for 4 employees, while training and coaching new and existing sales associates in sales techniques, dealing with difficult customers, and troubleshooting various problems.
· Performed end of day audits which entailed balancing the cash drawer
· Created associate work schedules and verified time cards
· Verified inventory of $500,000 of merchandise
· Verified the quality of glasses completed in our lab

Education
Metropolitan State College of Denver, Denver, CO	2004
Bachelor of Arts, History
A graduate of Metropolitan State College Denver, CO of Denver with a major in History and a minor in English Literature.


Recognition
Excellence in Customer Service, Lenscrafters, Aurora, CO, 2002 to 2007. Received recognition for excellence in customer service seven times in less than four years at Lencrafters.
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