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Objective - to obtain a full time position that would provide the opportunity to use my proven data analysis, organizational and communication skills in a challenging way.
 
Relevant Skills and Experience
◦  data administration skills - collecting raw data,  creating spreadsheets using Microsoft Excel or Access, drawing conclusions by analyzing the data and effectively conveying them
◦  desktop publishing, Microsoft PowerPoint and graphic design experience
◦  complete office equipment knowledge, some IT experience 
◦  experienced at developing and implementing effective asset management policies
◦  excellent communication skills, both in person and in writing 
◦  familiar with the procedures and protocols of benefit services, accounting and human resources

Related Work Experience
Pro Nutrition, Kenvil, NJ									April 2009 to present
Office Administrator of an independent vitamin and supplement store
◦  accounting (bookkeeping, invoice processing, credit card reconciliation reports, deposits)
◦  marketing and graphic design (social media, signs, flyers, etc)
◦  increasing efficiency by streamlining business procedures (established systems for the organization of receipts, vendor correspondences and other paperwork, decrease waste, reorganize and maintain office and storage spaces)


Bloom Studio, Morristown, NJ							       October 2006 to April 2007
Bridal Coordinator and Receptionist				
◦  liaison for wedding parties as large as fifteen, coordinating between each of its members, our staff of twelve hairdressers and management, allocating assistants and makeup artists as needed
◦  responsible for ensuring our clientele a harmonious, accommodating high-end salon experience


Political Campaign for Essex County Sheriff, Parsippany, NJ		    			        May to July 2006
Volunteer Administrative Coordinator			
◦  liaison between the primary campaign administrator, volunteers and contributors
◦  responsible for researching and analyzing data for the campaign’s promotional budget
◦  created and maintained Excel databases of volunteers, contributors and contributions
◦  coordinated and supervised fundraising dinners and organized our golf outing fundraiser
◦  designed/drafted most campaign literature, PowerPoint presentations and correspondences

Bankers Life and Casualty Company, Parsippany, NJ			   		              July to December 2006
Insurance Agent
◦  acted as an independent consultant during November and December for a colleague in order to secure for the company an account worth over a quarter of a million dollars

Additional Work Experience
Morris County Sheriff's Office, Morristown, NJ						        August to December 2009
Corrections Officer 						
◦  supervised up to 128 male and female inmates (including maximum security) and maintained order during their work assignments, recreation, meals, visitations and transport, often alone
◦  responsible for discovering forbidden activities and contraband and tracking trends in inmate infractions


Attilio's Tavern, Dover, NJ								               May 2008 to July 2009
Head Bartender
◦  hired as a waitress with some bartending responsibilities, promoted after the first month in recognition of the excellent customer service/people skills brought to the job
◦  concurrently kitchen expediter - only person on the floor permitted to communicate with the chefs and responsible for handling customer complaints and most other predicaments
◦  trained new wait and bar staff, recommended staff assignments, practiced at workplace Spanish


Education
Kean University, Union, NJ                                                                                                                                                      Spring 2005
Bachelor of Arts in Criminal Justice,  GPA : 3.76
◦  member of the Phi Kappa Phi and Lambda Alpha Sigma national honor societies
◦  spent semester abroad in Melbourne, Australia

Personal Attributes and Abilities
     have been described by employers, coworkers, customers and clientele as a hard worker with exceptional interpersonal skills and good judgment.  thrives in an environment requiring the ability to prioritize and juggle multiple simultaneous projects.  acknowledged for excellent organizational skills and a keen eye for detail.
