


Nivia I. D’Errico	208 Wessington Avenue	Garfield NJ, 07026		Mobile: 862-600-7985	ivettederrico@hotmail.com		


Objectives:
Administrative Assistant with experience in performing a variety of administrative support duties, with knowledge and skills of organizational procedure and policies; directing and assisting visitors and resolving administrative problems and inquiries; composing, editing and proofreading correspondence and reports with the ability to follow through and to provide personalized service and understanding to customer’s needs.  
Experience:

2010 – Present | Manager/Owner
Thrifty Treasures | 575 Clifton Ave Clifton, NJ 07011 
Phone: 973-767-2332
Servicing customers with their purchase of clothing, accessories, household goods and lots of other discount items. Responsible for purchasing merchandise and getting the best prices for our business.  Accounts payable and receivable. Manage all aspects of the business.  
2008 – 2009 | Administrative Assistant/BMA
Acosta Sales & Marketing | 3 University Plaza Dr. Hackensack, NJ 07601 
Contact: Dave Kennedy, Regional Director (201) 968-3663
Provide administrative support to Regional Director and sales team with demonstrative ability to improvise, improve procedures and meet deadlines.  Responsible for all aspects of billing for one of our biggest accounts called WhiteWave Foods.   

2007 – 2008 | Payroll Specialist 
Mountain Creek Ski Resort|200 Route 94 Vernon, NJ 07462
Contact: Bill Polchinski, Manager (973) 864-8128
Seasonal position.  Responsible for payroll for the entire food and beverage department.  
1997 – 2007 | Executive Secretary
STL/CSS, LLC| 5 Eirie Place Garfield, NJ 07026
Contact: Jan Rostek, President/Owner (973) 478-6851
Assist President/Owner of company with handling of all official company correspondence efficiently, upgraded all office filing system. Responsible for all accounts receivable, provide daily reports to Engineers.  

Skills
Effective in all areas of office operations and customer service: Filing, answering phones, scheduling inspection/appointments. 
Strong Communications and Organizational Skills
Fluent in Spanish
Knowledge of various computer software such as Word, Excel, Access, Power Point, Sharp, Desktop Capture, Kronos, Etc.
Invoicing, Accounts Payable/Receivable & Collections


Education
2007 - 2002  | American Business Academy: Hackensack, NJ
			Diploma for Legal Secretary
1994 – 1994 | Dover Business College: Paramus, NJ 
			Word Processing Course
1986 – 1990 | Passaic High School: Passaic, NJ 
			 High School Diploma
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