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Skills Summary
· Proficient in Microsoft Office including Excel and PowerPoint
· Adaptability
· Interpretation of blueprints, diagrams, and drawings
· Analytical skills such as critical thinking, data analysis, and research 
· Able to manage and implement safety rules and operations
· Project management 
· Ability to work under pressure
Experience
Honeywell Technologies
Administrative Assistant / August ’16 – June ‘18
Provided administrative support to the Director of North American Sales at Honeywell.

· Composed, prepared, edited, and distributed correspondence and other department documents
· Prepared itineraries, transportation arrangements, and expense reports
· Managed information requests received by the department that may be made by telephone, letter, email, or in-person visits to the office
· Created invoices weekly using Excel spreadsheets
· Filed documents to maintain an organized and efficient office environment
· Ordered and maintained supplies for the division
· Provided comprehensive administrative support for executive-level staff
· Developed and maintained administrative process to achieve organizational objectives as well as to improve accuracy and efficiency
· Supported complex, deadline-driven operations, and resolved issues


Blu Fresh Fish Marketplace
Server / December ’15 – August ‘16
Properly served food and beverages while providing a fun dining experience and managing opening and closing duties for the restaurant like prepping and restocking.

· Advertised, marketed, and recommended menu items to ensure customer satisfaction
· Assisted manager in daily operations dealing with customer complaints creating alternative solutions and problem-solving as needed
· Conducted final check of food items prior to serving customers to ensure quality maintenance
· Maintained serving standards and followed all regulations while preforming duties
· Assisted others in carrying out their part of preparing/serving meals
· Management of time to ensure professional dining experience
· Communicated with employees and management for assistance and team related activities
· Adapted to different computer systems and programs

Gipson Ranch
Ranch Hand / September ’12 - August ‘15
Led a small crew of 2-3 other ranch hands to see to the daily operations of the cattle ranch, maintenance of equipment, and livelihood of the livestock.

· Built fences for the livestock and maintained/repaired existing fences to keep them functioning
· Cared for the livestock including feeding and inspecting for injuries or illnesses
· Performed welding on steel pipe, plates, and sheet metal
· Utilized accurate and detail-oriented readings to administer vaccines to about 100 cattle as needed
· Learned to operate agricultural equipment in order to necessitate completion of certain tasks
· Collaborated daily with supervisor and worked together on every task on the ranch
· Utilized organizational and technical skills to ensure that all machinery was properly maintained and ready for use
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