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Now you can upload your resume directly to 
Monster
 
using Word 2007!
 
Install Monster’s Easy Submit
 add-in by clicking the “Install” icon on the menu ribbon. 
 
Once installation 
is complete
,
 
restart Word.
 
C
lick on the “Upload” icon to upload your resume to Monster.
For any issues or questions, please visit the
 
Easy Submit installation support page
.
 
To close this reminder, click the border and then press DELETE.
)Profile

	
	Administrative professional offering versatile office management skills and proficiency in 
Microsoft Office programs. Strong planner and problem solver who readily adapts to change, works independently and exceeds expectations. Able to juggle multiple priorities and meet tight deadlines without compromising quality.

	Education

	
	

	
	Relevant Courses:
1995 Joaquin High School
· 1996-1999 Panola College  Carthage, Texas
· 1998 State of Texas Paraprofessional Certificate I & II
· 2006 MHMR Deaf and Blindness Awareness
· 2006 MHMR Prevention and Management of Anger Behavior
· 2006 MHMR Equal Employment Opportunity
· 2006 Performance Improvement
· 2006 MHMR Utility Systems Management
· 2004  Dyslexia Training at Shriner Hospital  Dallas, Texas
2009 PEIMS  Service Center  Corpus Christi, Texas

	
	

	Key Skills

	
	Office Skills:
	Office Management
Records Management 
Database Administration

	Spreadsheets/Reports
Event Management
Calendaring

	Front-Desk Reception
Accounts Receivable
Accounts Payable


	
	Computer Skills:
	MS Word
MS Excel

	MS Outlook
RSCCC

	Discovery

	Experience

	
	
	

	
	

	
	TDL Plastics-Corpus Christi, TX
Officer Manager  2010-present

Responsible for optimization of the supplier base into a select group of proven high quality suppliers and strategic partners relationships. Work closely with all levels of management within the Company to determine needs, develop strategies and plan and provide procurement sources in support of those needs. 
Negotiated reduced prices with vendors, resulting in savings
Sourced products internationally. 
Worked with diverse populations.  
Developed experience in a variety of purchasing activities. 

  Sound project management and control skills. 
  Advanced negotiating, counselor selling, people impact sensitivity, and communication skills. 
  Flexibility to adapt to pressure. 
  Request W-9’s and maintain IRS records. 
  In depth experience with retail merchandising of consumer products having short life cycles. 
  Well versed in inventory management and control. 
  Payroll, Accounts Payable, and Accounts Receivable.
  Strong buying and purchasing experience. 
  Organized, attentive to detail, highly productive. 
  Self-motivated and strong willed, but not abrasive
   
Stacy’s Travel-Corpus Christi, TX
Travel Agent  2009-2010
Travel Administration
· Collect payment for transportation and accommodations from customer. Determine destination, mode of transportation, travel dates, financial considerations, and accommodations.  Compute costs of travel and accommodations and present quotes to customers.   Book transportation and hotel reservations, using computer terminal or telephone.   Plan, describe, arrange, and sell itinerary tour packages and promotional travel incentives.   Manage ongoing travel needs for multiple executives from various world-class organizations. 
Event Planning 
Determine objectives and requirements for events such as meetings, conferences, and fundraisers. Ensure compliance with applicable regulations, satisfaction of participants, and resolution of problems that arise. Utilize knowledge of program planning and development to create agendas and budgets for services that meet customer needs. Coordinate services, accommodations, facilities, catering, signage, displays, printing and event security.  Arrange for audio-visual equipment, transportation, displays, and other event needs.  Maintain records of event aspects, including financial details.  Analyze metrics following event conclusion to identify areas for improvement. 


Flour Bluff  I.S.D-Corpus Christi, TX
PEIMS/Secretary to Curriculum Supervisor  2006-2009

I answered all incoming calls using professional and helpful etiquette.  Maintain student’s folders with all documentation and forms.  Maintained and entered all special program information including PRS/PEP, At-Risk, 504, & etc.  Maintained Activity Fund Account by making deposits and balancing the account.  Maintained Leaver Data and codes.  Processed end of the year PEIMS and made all necessary changes.  Did all purchasing for all supplies.  I performed other such duties as assigned. 
Assisted counselors with new student registration. 
Processed new student records, including requesting transcripts and records from other schools. 
Ensured to set up cumulative folder, and computed student data into appropriate databases. 
Prepared and processed ‘Student Withdraw’ documentation. 
Assisted parents, students, and faculty with queries regarding student records. 
Processed information and print verification sheets.








Tenaha I.S.D.-Tenaha, TX
Special Education Secretary, 2004-2006

[bookmark: _GoBack]I maintained the KSDE Management Information System databases for each exceptional student.  I served as the system administrator for the IEP development processes.  I maintained and coordinated files for all special programs.  I worked closely with the director to gather and organize information for the completion of the KSDE.  I prepared physical inventory and maintained inventory file for equipment purchased through federal and state programs.  I coordinated direct services, which include the provision of occupational, physical, and audio logical, and speech evaluation and therapy.  I prepared purchase orders for equipment, supplies, conferences and meeting expenses.  I maintained confidentiality of records and team meetings.  I performed other such duties and assumed other such responsibilities as may be assigned.  I also was the supervisor for the Junior High Dyslexia Program.  
Computer Program RSCCC
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