
KRISTIE BRYSON
10660 Founders Way, #112
Bonita Springs, FL 34135
239-734-1921
brysonkristie21@gmail.com

OBJECTIVE:

Experienced, organized, efficient and reliable administrative office professional laid off due to Covid 19 slowdown seeking a new opportunity to utilize my skills to support a dynamic business environment.  My strong work ethic, pleasant demeanor and commitment to “go the extra mile” make me an excellent addition to any office environment.

PROFESSIONAL EXPERIENCE:

Spherion Staffing/BCBE Construction LLC, Naples, FL
Feb 2021 – Feb 2022
Administrative Assistant
· Assisted General Contractor building 30-story high-rise condominium in Bonita Bay.
· Tracked daily reports in Procore Construction Management software.
· Managed supply distribution to various subcontractors.
· Created notebooks for appliances, warranties, etc. for each incoming homeowner.
· Created notebooks for all common areas warranties, maintenance records, etc.
· Managed company events such as Topping Out Parties, etc.  Prepared venue, set up catering, promotional items, etc.

ACCO Engineered Systems, Inc., Pasadena, CA	
July 2002 – August 2020
Front Office Receptionist 
· Greeted visitors, clients, vendors, deliveries, etc. and directed them to appropriate areas in high security environment.  Validated parking, issued security badges, logged in/out times, etc.
· Answered phones in timely manner in high-volume environment and with pleasant demeanor.  Directed calls to appropriate party utilizing Mitel Cloud system.
· Maintained professional appearance and demeanor.  Interfaced with high level executives and major clients.  Near-perfect attendance over 18+ years.
· Managed bids, purchase orders, change orders, contracts, etc. using MS Word templates/forms
· Managed company events such as holiday parties, Summer picnics, employee recognition events, United Way fundraising kick-off, ice cream socials, etc.  Secured venue, set up, food/beverage, promotional items, drawings, etc.
· Managed various company communications/announcements via email, intercom, flyers, pamphlets/folders, etc.
· Managed new employee onboarding including user manuals, employee handbooks, welcome packages, etc.
· Sorted all company mail and distributed to proper recipients.  Supported, maintained and performed troubleshooting on high volume USPS labeling/stamping machine.
· Scanned various documents for online storage and distribution.
· Licensed Notary Public, State of California – notarized various legal documents for credit union, accounting department, construction department, as well as personal employee documents.
· Always willing to assist in “additional duties as assigned”.

SKILLS:

· Licensed Notary Public, State of California
· Mitel Cloud Telecommunications System


References available upon request.
