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OBJECTIVE
[bookmark: OLE_LINK1][bookmark: OLE_LINK2]I am a highly motivated, creative and multifaceted professional who is exceedingly organized. I am very detail oriented, with a strong sense of anticipating situations. I meet client deadlines with ease and my dedication shines through my work. I am seeking to apply those skills to the available position of Administrative Assistant. 
CORE COMPETENCIES
· Discrete with confidential information
· Adaptability in an ever changing environment
· Analytical thinking and problem solving skill set
· Organizational and time management 
· Resolution of complex projects
· Written & Verbal Communication skills
EXPERIENCE
Administrative Assistant  Staples  June 2010 – Present
· Expense reports
· Travel Arrangements to include groups or individual reservations/ coordination
· Event planning/ Network meeting execution with catering/ activities
· Administrative functions
· WebEx/ Adobe virtual meeting set up 
· Conference rooms and training scheduling
· Payroll/ HR changes in People Soft application
· Site Fiscal Budget
· Database Administrator for CSAR changes (associate changes)
· New Hire Associate coordination/ Interview preparation 
· Senior Management calendar/ Management vacation calendars
· Maintenance of network project deadlines  for all sites
· Invoicing and tracking of checks/issue dates
· Compile statistics and data for all sites in a spreadsheet report
· Training/Supervision of Administrative interns
· Creation of Contact Center website 

[bookmark: _GoBack]Administrative Assistant  Executive Envelope  February 2008 – September 2009
· Invoicing, Accounts Payable/ Receivables, Purchase Orders, and job quotes
· Greet and direct any clients
· Administrative functions: answering multi-lined phones, filing, record keeping, data entry, faxing, copying, archiving
· Shipping/receiving coordination with trucking companies
· Meeting and event coordination
· Meeting printing, manufacturing and client deadlines

Budget Assistant  Arizona Prevention Resource Center  April 2004 – May 2005
· State agency budget
· Invoicing, collection of accounts, accounts payable/receivables
· Supervision of student interns
· Operation of prevention library and distribution center for Drug and Gang
· Front desk and Administrative functions: answering phones, greeting clients, direction of visitors, filing, copying, data entry, Microsoft applications
· Catering and meeting coordination
· Archiving and revamping library database/materials
· New employee set up
· State Project bids

EDUCATION
Arizona State University: 2003 – 2005
Riverside Community College: 2005 -2006
University of California, San Bernardino: 2006 – 2008
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