CHERICE N. KITT

6756 Cozy Lane Richmond, VA 23225 
804-319-5804 (c) CNKitt1987@aol.com

ADMINISTRATIVE ASSISTANT 
Results-oriented business professional with an extensive background in administrative support while implementing operational strategies used to enhance greater office efficiency, and productivity.  Works well within cross-functional teams to leverage corporate resources and coordinate systems to improve processes. A hands-on Administrative Assistant who focuses on solutions fit for customers as well as ensuring company success.  
AREAS OF EXPERTISE

            Microsoft Office ● Conflict Resolution ● Lotus Notes 
            Data Entry ● Professionalism ● Project Management Support ● Payroll

               Customer Service ● UltiPro ● Kronos ● Human Resources ● Claims
                                        Presentation Development ● Training

PROFESSIONAL EXPERIENCE
VCU Health System





            Richmond, Virginia
Administrative Program Support Assistant 

           June 2011– Present
Provide administrative support to Supplemental Staffing Department.  Quickly became cross trained in other primary duties assigned for the Program Coordinator. Served as a right hand to the Human Resources Manager and Program Coordinator; prioritizing all departmental projects, managing database operational activities, and carrying out any other day to day initiatives. 

Major Contributions:

· Process local agency emailed invoices by verifying entries, logging invoice data and entering invoice data in a statistics report, and submitting invoices for approval/payment to purchasing department
· Handle all calls professionally from internal and external clients

· Worked with sensitive material with the highest level of confidentiality

· Data entry
· Input data and monitor timekeeping/scheduling system for existing and new staff 

· Answer questions and resolve problems for the internal team and cross-functionally as it relates to department specialty

· Demonstrated ability to perform as the liaison of the department to both internal and external clients for the handling of all personnel and other related office functions.
· Maintain a professional client relationship with outside agencies
· Review and maintain a variety of automated reports on a routine basis

· Create and maintain spreadsheets and reports and present them to management when necessary

· Create and maintain personnel files with the utmost confidentiality
· Conduct and collate new employee orientation materials and assist new staff with department orientation requirements.
· Prepare, record, and file documents such as separation reports, LOAs, and other related personnel documents in appropriate personnel files.
· Managed team prioritized projects and general office administration for business
· Meeting minutes

Affiliated Computer Services



           
Richmond, VA

Transaction Processor, Sr. / Trainer                                    January 2009 – June 2011

Entered the organization as a temporary DM Clerk II with Kelly Services in Aug. 2008.  Quickly became efficient with high productivity and was hired full time in Jan 09.  Participated in various meetings with upper management providing feedback in training and developing procedures to help maximize productivity in the claims department.  Maintained a proven reputation; with consistent history of exemplary performance reviews and receiving recognition for being ‘Top Performer’ while working under minimal supervision.  Quickly became cross-trained as being a trainer for new hires and in upper management roles.  Was later promoted to Transaction Processor, Sr. in June 2010. 
Major Contributions: 

· Key and analyze medical claims for accuracy and completeness for payment adjudication in automated data entry environment.

· Provided virtual support to data entry team in Georgia and upper management

· Assist with compiling regular and special reports using established formats and procedures
· Assist with completing and maintaining production logs for the team.
· Receives, classifies, reconciles, consolidates and summarizes documents and information
· Flag quality issues as they arise
· Create spreadsheets for various record keeping and project support

· Verified and researched unrecognized characters and medical diagnostic codes in OCR automated system
· Trained new hires  
The Health Shelf, Inc.





    Roanoke, VA

Executive Assistant                                                               January 2008 – June 2008

Entered the organization as a college intern; Responsible for all administrative tasks assigned by the CEO while working under medium supervision.  Obtained multitasking, organization and communication skills equipped with basic management skills while developing a strong attention to detail.
Major Contributions:

· Created and distributed marketing material
· Meeting minutes
· Generated various correspondence/memos

· Assist/manage various projects while meeting deadlines
· Inventory management 
· Data entry
· Created and maintained customer accounts and files

· Maintained excellent customer service skills through phone and face to face interaction

· Schedule appointments and maintain calendar 

· Carried out daily needs of owner as directed

Wachoiva







   Richmond, VA

Customer Service Representative                                              July 2005 – Nov. 2006
Responsible for establishing and maintaining profitable relationships with customers on behalf of the company by taking personal and complete responsibility for each customer contact and by ensuring that all customer requirements are completely met.
Major Contributions:   

· Process routine to complex transactions on-line
· Researched and resolved routine to moderately complex problems and inquiries
· Cross-sell and refer products
· Maintained customer accounts
· Data entry
EDUCATION

Associates of Applied Science ● Business Administration
 ECPI College of Technology, Roanoke, VA ● August 2006 – June 2008

Bachelor of Business Administration ● Business Management

Strayer University, Glen Allen, VA ● Current
