Julie A. Crane

13 Whitby Circle, Lincolnshire, Illinois 60069 – 847-721-4874 janncrane@yahoo.com
SUMMARY

Highly skilled administrative professional seeking opportunities that will 



allow me to make a positive difference in the organization.
SKILLS


Microsoft Word



Google Chrome




Microsoft Excel



J School Accounting




Microsoft PowerPoint


Filemaker Pro




Microsoft Access


Lotus Notes



Microsoft Outlook


PACS (Insurance Rating Software)
WORK HISTORY
Lincolnshire, IL
Carol’s Cleaning Service, Inc.
January 2007 -

Office Assistant
Present
Perform general office and secretarial work as required by the functions of a family business.  Answer busy phones and schedule cleaning appointments. Assist with day to day filing and copying.  Process pay invoices and cut and scan checks weekly. Make adjustments to invoices and call vendors to discuss discrepancies.  Verification of documents and records such as monthly billings, vendor payments and weekly schedules.  Preparation of administrative work including typing and excel spreadsheets.  Proven analytical and problem solving skills.  “Can-do” attitude—I have jumped in to clean houses when a staff member is out for the day.
Schaumburg, IL
Reliance Standard Life Insurance Company
September 2004 -
Insurance Administrator

May 2006

Support 10+ sales representatives in a busy multi line insurance office.



Process customer requests for life and disability insurance using PACS




software.  Heavy Excel usage including building and maintaining customer



spreadsheets.  Heavy phone and contact with insurance brokers.  Coordinate 



travel and hotel arrangements.  Managing the sold process of insurance 




submissions including contract wording.  Processing client letters using Microsoft 


Word.  Rating and processing dental and small group insurance needs using 



Smart Choice software.  Track budgets and other financial data to ensure 



accuracy.  Coordinating meeting arrangements using Lotus Notes.  Records 



management and processing of office supplies and mail.  Ability to prioritize to 



allow timely completion of competing work requirements on a daily basis.  



Maintain computer server and office database.  
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Northbrook, IL

Glenbrook North High School
August 1999 -

Help Desk Supervisor/Administrative Assistant

June 2003

Answering, troubleshooting and logging all computer help desk calls for




school and district office using Filemaker Pro.  Communicate with computer




support technicians daily and assign additional jobs as needed.  Responsible




for all staff and student passwords maintaining a high level of confidentiality.




Supervising students in computer lab.  Hiring and training students for school




year and summer help within the Technology Department.  Coordinated




classrooms for summer school use.  Single point of contact for computer set




up for back to school book sale.  Administrative support for the Director of




Technology including meetings, travel and calendar maintenance.  Letters and 



mail merges using Microsoft Word.  Prepare department budget and 




spreadsheets using Microsoft Excel.  Preparing and teaching a Microsoft 




PowerPoint class to certified staff.  Database management using Microsoft 



Access.  Maintain vendor files and ordering office and computer supplies.  



Processing all incoming and outgoing deliveries.  Support Principal’s office with 



switchboard and mail relief.

Northbrook, IL

Allstate Insurance Company

August 1996 -

Executive Assistant

September 1998
Managed busy executive and department meeting calendar.  Coordinated




travel for executive and managers within department.  Heavy client




interaction.  Format, type and proof office correspondence, proposals and 



memos using Microsoft Word.  Prepare and compile Microsoft Excel 




spreadsheets and charts.  Create Microsoft PowerPoint presentations for use in 



company meetings.  Organized and planned Midwestern Actuarial Forum 



meetings including offsite functions.  Assisted in department recruiting process 



including creation of monthly newsletter using Microsoft Word.  Successfully 



maintain database for department mailings.  Maintain confidential department 



files.  Answer and direct all calls.  Ability to make administrative decisions and 



judgments based on departmental needs.
EDUCATION

Lincolnshire, IL
Graduate of Adlai E. Stevenson High School
References made available upon request
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