Brooklyn Mansfield 

10268 W. 52nd Place #301. ♦ Wheat Ridge, CO 80033
 (786) 879-1347
 Bmans001@yahoo.com

Professional Profile

Versatile professional adept at managing multiple projects providing exceptional customer support and streamlining office operations for major productivity gains.  Committed to strengthening interdepartmental collaboration and promoting high documentation standards.
Professional Experience
 BBB Industries, LLC., Mobile, AL 
        
 2/2013- Present

 Executive Administrative Assistant

♦   Enhanced communication amongst the executive team and staff, fostering a sense of teamwork and collaboration  

♦   Offered dedicated support reporting to CEO and top executives, efficiently handling daily office tasks
♦   Conducted research, drafted presentation materials, and collaborated with multiple departments in improving overall quality and efficiency
♦   Maintained CEO’s calendar- planned and scheduled meetings, teleconferences, and travel
♦   Improved office efficiency by implimenting filing system and introduced additional time-saving measures
♦   Created expense reports for top executives and reviewed all other reports before final approval

♦   Assisted Accounting Department with invoicing along with core and price checking

♦   Responsible for coordinating extra activities such as Christmas parties, birthday lunches and employee outings
Kress Court Reporting, Miami Beach, FL 
        
 10/2011-12/2012

 Office Manager

♦   Maintained office services by organzing office operations and procedures such as assisting in preparing payroll and tracking budget expenses
♦   Monitored incoming transcripts, printing, and neatly binding documents together to be packaged and sent to clients  

♦   Controlled correspondence with all potential and current clients ensuring upmost professionalism and performance 

♦   Assigned and monitered clerical functions 

♦   Implemented office policies such as measuring results against standards making any necesarry adjustements 

♦
Completed operation requirements by scheduling and assigning employees and following up on work results 

♦
Maintained office staff by training new employees upon hire, continuing on to coach, discipline, plan, monitor and appraise job results 

Dine-a-Light, Miami Beach, FL 
        
   2/2011-10/2011

 Executive Assistant

♦   Marketed new clientelle from start to finish, ultimately opening one of the biggest accounts in the company at the time
♦   Maintained customer service with current and prospective clientelle
♦   Provided secretarial support such as answering phones, filing, organizing and resolving a range of administrative inquiries
♦  Responsible for composing and editing correspondence and memoranda from dictation, verbal direction and knowledge of                 policies
♦
Scheduled and coordinated meetings and events
♦
Prepared estimates, purchase orders, invoices and other documents using word processing, spreadsheet, database, or presentation software, resulting in an increase of sales for the company
   Branding Bar, Miami, FL 
                       6/2010-2/2011 Marketing Assistant                             
♦
Created Twitter and Facebook profiles and managed CMS function of company website
♦
Worked with the President to assist in the completion of press releases on the company website

♦
Produced digital captures of articles using SnagIt software

♦
Assisted in maintaining and organizing company bills

 Mansfield Industrial, Mobile, AL 
        
   12/2009-6/2010 
 Administrative Assistant
♦
Assisted in planning and coordinating meetings and conferences

♦
Coordinated between departments and operating units in resolving day-to-day admintrative and operational problems.

♦
Prepared business correspondence
♦
Sent out and received mail and packages
♦
Performed multifaceted general office support
Costa Cruise Lines, Hollywood, FL

            
Marketing Intern


             5/2009-11/2009
♦   Collaborated with the Director of Public Relations to facilitate press releases by compiling and organizing necessary    documents

♦ 
Assembled press kits ensuring error-free, top-notch presentation in order to effectively deliver information to journalists

♦ 
Completed action forms by closely working with the Accounting Department 

♦ 
Assisted in completing and distributing marketing bulletins, apprising entire company of marketing activities currently in development

♦
Created digital captures of articles using SnagIt software for use in presentations to upper management

  Costa Cruise Lines, Hollywood, FL

  Human Resource Intern  

      11/2008- 5/2009

♦   Performed an audit of I-9s, ensuring compliance with Federal Laws by verifying all employee records were valid and up-to date
♦   Worked in partnership with the Human Resources Director to facilitate the recruitment process by screening resumes and applications for possible candidates

♦  Assisted in organizing company events that fostered teamwork, customer service and branding 

♦  Created new hire packages and participated in the training session for new hires
♦  Applied the knowledge learned regarding the Family Medical Leave Act by coordinator the application process and assisting an employee 

♦ Completed an exempt vs. non-exempt audit and classified jobs accordingly by effectively applying the Fair Labor Standards Act policy

Education
Bachelors in Business Management, Florida International University, Miami, FL            
  12 /2010
Skills and Expertise 
Administrative support – Multi-project management – Financial Management, Reporting – Correspondance, Creation, and Editing – Event and Presentation Coordination 
Computer Experience

MS Office, Outlook, Quickbooks, Real Legal, Lotus Notes, SnagIt, Zoho, Social Media Networks

