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My personal Objective:
I am a highly organized administrative professional who is currently seeking a stable and professional work environment with possibilities of some advancement. Fast paced and productive work places are ideal for my busy disposition. I work best under moderate to high stress environments. 


Experience:
• 6 years Executive Administration 
• 12 years computer and various software experience
• 12 years total customer service, sales, and creative marketing design working with published/Web materials
• 12 years administrative duties, general office/secretarial experience 


Education:
North Central High school 1991-1995
Whitworth College: Courses of various interests 1997-2000
Pro Source: Real-estate courses 1-3 Market statistics and sales strategies (informative purposes) 2004
 NAR/NAC certification 


Pertinent Experience:
· Computer skills: proficient with a variety of office software programs such as Outlook, Excel, Word and most applications of Adobe Creative Suite software (In Design, Illustrator, Photoshop, Adobe Bridge etc.)
· Basic accounting experience (AP/AR, auditing) cash handling skills.
· Data entry skills 50-55 wpm
· Bookkeeping skills, Database Management
· Schedules and calendar planning
· Editing skills 
· Strong human relations /customer service skills to communicate and deal effectively with most types of
· Personalities
· Effective communication skills: oral, written either with large groups or one on one for means of retention of clients or staff. 
· Ability to prioritize and organize and can work independently or in a team environment. 
· Take initiative, work under pressure, and can handle frequent interruptions.
· Personal and professional experience with diverse populations and educated in equal opportunity regulations. Communicate with the public in a tactful manner either in person or over the phone. 

Management/Supervision:
· Interviewed and trained new administrative employees
· Managed employee retention, counseled employees, 
· organized all employee/company files
· Scheduling, calendars
· Maintained billing/invoices with vendors/employee accounts
· Data entry of all new invoices into 4 systems daily
· Created cost effective methods to ensure efficiency by streamlining data control systems
· Successfully refined and implemented new projects through marketing and published advertisements.



Recent Employment
Express Personnel Services - 2006- 2012 
Title: Various administrative/secretarial  	Positions: Administrative roles	  Pay range: $11.00 -$16.00 hourly. 
Companies: Rochester Area Chamber of Commerce, Merrill Lynch, Viking Electric, Coldwell Banker AYS.
• AP/AR, Payroll, printing blue prints for approvals, collaboration with multiple projects collaboration with architects / engineers and project managers.
• Administrative functions - book keeping, data entry, filing, reception, customer service, creating various documents, ordering of supplies, client retention, routing of calls, accounting, training, Responsible for creating a positive environment for staff and clients.
• Created and designed community news letters, publications, postcards, and billboards, mail distribution, implemented strategic marketing plan for community improvement by research of data for competitor comparisons and presented my findings as well as my recommended course of action.

Prudential Metrowide Realty - 2004-2006
Title: Office Administrator  	Starting pay: $12.00 End-$13.00
• Overall responsibility for sales and daily operations in all offices of administration.
• Processing legal documents into 4 different MLS systems daily and into the company accounting program.
• Accounted for supplies, order records, mail distribution, creation and modification of schedules.
• Maintained office records, invoices, agent roster, lock boxes, advertising schedules / costs, correspondence, filing, reception, monitor/schedule office equipment maintenance.
• Editing new documents to ensure compliance with identity/image standards and legal guidelines.
• Conduct orientations and training, account provisions, assignment of agent placement and electronic key.
• Budget preparations and projections by tracking projected closings and commissions as requested by Gm.
• Maintain confidentiality of the company and activities of agents or GM. Ensure up to date company procedures, coordinate all advertising with agents and advertising representatives (Home Gallery, Post Bulletin, company publication, Home Finder), coordinate pick up of ad proofs for all advertisements, exclusively assisted GM as directed.

Aarons Sales and Lease Ownership  2002 - 2003
Title: CSR     Starting pay: $12.00 - End $12.00
Cashier services, book keeping, marketing, floor set up, invoice processing, sales and customer service 

Beneficial In home care  1997-1998
Title: NAR/NAC In home care specialist    Starting pay:   $11.00  End: $11.00
 Used medical equipment such as Hoyer lift to move patients as needed for personal care assistance, cleaned, shopped as directed for patients as requested, assisted in every day responsibilities for household duties etc.

Community Involvement

VA Medical Center, Volunteer - summers of 1992-1994   	Range of Pay: None
• Accompanied patients to appointments within the establishment.
• Transfer and deliver medical/nurses charts and lab specimens to appropriate floor.
• Provide patient outreach to the veterans, by means of friendship and conversation.

Humane Society, Volunteer - summers of 1995-1996   	Range of Pay: None
• Assist in cleaning, feeding and overall maintenance of animals in the facility.
• Walk dogs and interact with all the animals to maintain domestic behavior, keeping them suitable for adoption.
• Grooming the animals as well as bringing customers back to view perspective pets.

