lyndalm@outlook.com  

    Lynda Meisinger

   
   970-619-8761

ADMINISTRATIVE ASSISTANT

Highly creative Administrative Assistant with a strong ability to successfully conceive, organize and implement detailed-focused tracking and filing systems.  Enjoys taking on new endeavors and challenges with a willingness to acquire the training and education necessary to increase professional productivity. Valued as a positive and productive staff member who is just as comfortable working in a group as working independently with minimal supervision. Blessed with a talent for putting a creative spin on day-to-day responsibilities, as well as a knack for organizing just about anything.

CAREER EXPERIENCE

Administrative Assistant, Collins Door and Hardware, Fort Collins, CO 


      2013

·  Set-up new contracts using Excel and QuickBooks, figuring taxes, entering information onto various project sheets and creating physical files.
· Balanced change order tracking sheets to Excel and QuickBooks, entered, match and filed invoices and delivery tickets, distributed delivery tickets for daily deliveries. 
· Compiled O & M manuals and created warranty letters, closed dated files.
· Miscellaneous office duties included answering phones, distributing faxes, updated various project databases, file and general office organization.
Billing Assistant, Pharr Better Pet Care, Tustin, CA

       2009-2012

· Created a monthly billing system using QuickBooks Pro. Prior to this billing was done from notes and scrapes of paper, which resulted in loss revenue.

· Restructured the flow of financial information by creating Daily Tracking sheets for employees, as well as a new Client Information sheet.

· Occasional Dog Walker and Pet Sitter.

Word Processor, Austin-Foust, (Traffic Engineers), Temporary Position, Santa Ana, CA 

      2008

· Typed, edited and reviewed project proposals, adhering to specific guidelines with emphasis on correct grammar and professional composition.

· Assisted with assembly and distribution.

· Ordered office supplies and answered incoming calls.

Marketing Assistant, Analytical Planning Services, Inc., (Construction Management), Irvine, CA    2004-2007

· Designed and maintained detail-focused tracking sheets, which included all company projects from proposal stage through project completion.

· Participated in the proposal process, creating graphics for the interior and cover, gathered pertinent information, transforming this information into charts and graphs.

· Created databases for keeping track of past proposal project and financial information.

· Researched prospective projects on various websites, updated company website.

· Restructured and reorganized the entire office filing system, order office supplies.

Administrative Assistant, The Reynolds Group, (Environmental Contractor), Tustin, CA 


   2000-2003
· Processed accounts receivable, scanned and emailed invoices, assisted with various banking and bookkeeping duties, maintained various certificates and project files.
· Organized and maintained all on-site job files and off-site storage files.
EDUCATION AND SKILLS

· Microsoft Office, QuickBooks (beginning), Quicken, Award, Goldmine

· Irvine Valley College, General Education, United Health Careers, Certificate Medical Secretary







