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Objective
To obtain an Administrative Assistant position in which customer care, office management, organizational, and planning skills will contribute to utmost efficiency and productivity.
 Experience

Regional Performance Consultant
AccuQuest Hearing Centers – Hoffman Estates, IL 	January 2013 – September 2013
Oversaw the performance and efficacy of 30+ Patient Care Coordinators/Office Managers throughout the Southeastern US
Maintained records for each employee under my supervision – keeping on target with employment milestones, conducting regular/routine performance reviews, and coordinating when employees should receive performance reviews 
Recruited and maintained talent for the region
Initial job training, as well as continued follow up training both on site and remotely
Maintained and approved employee timecards in ADP payroll system; managed employee time off requests, and coordinated office and telephone coverage while employees were out of the office
Assistant Trainer, Patient Care Coordinator Department
AccuQuest Hearing Centers – Hoffman Estates, IL 	April 2012 – December 2012
Worked as a Patient Care Coordinator/Office Manager 
Answered inbound, new patient phone calls, scheduled and prioritized appointments, using a specific call flow to properly qualify callers
Maintained patient records and files, and ensured clinical and essential office supplies were stocked and available
Maintained records of each training class that was conducted at the corporate office; completed and dispersed training reports, provided documents to new trainees, followed up with new trainees accordingly
Performed audits of employee systems to ensure quality and compliance – relayed information to management for training purposes
Completed and submitted expense reports for existing employees attending training
Facilitated and redesigned structure of training manual; edited documents with respective updates, and ensured all was formatted according to standard

Store Manager 									                September 2011 – April 2012
Justice – Just for Girls - Store 976, South Barrington, IL 
Managing of the overall flow of the store, including a staff of 15 associates
Maintained a weekly associate and management schedule according to business need and associate availability
Conducted sales audits to ensure employee adherence to procedures, reconciled the cash drawer daily, and prepared bank deposits
Trained and coached to best practices – ensuring that tasks were completed efficiently so that ample time was available to spend with customers; ensured that associates demonstrated proper “selling” behaviors
Monitored sales metrics and adjusted labor spend accordingly

Sales Associate, Lead Brand Representative     					                   August 2005 – August 2011	
Justice – Just for Girls - Store 623, Palatine, IL
Providing the highest level of customer service and selling behaviors to achieve weekly and monthly sales goals, and to ensure the utmost in customer experience and satisfaction.

Education

Bachelor of Music – Vocal Performance 	

 - Palatine, IL     	August 2003 – June 2007
High School Diploma
Skills

Proficiency in MS office – Outlook, Word, Power Point, and intermediate-level Excel 
Ability to work with Mac OS X and Microsoft systems
Mastery of prospect client and telephone performance management software “CallSource”
Types 100 words per minute 
Exceptional written and verbal communication skills
Extreme attention to detail and organization
Versed in conversational Spanish


Professional references and salary history available upon request
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