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	EXPERIENCED ADMINISTRATIVE ASSISTANT AND PROJECT ADMINISTRATOR 
Highly motivated administrative assistant capable of performing a variety of daily administrative tasks quickly and efficiently while maintaining a professional and personable attitude; including office management, procurement and inventory, accounting and human resources. Efficiently manages workplace goals, quality standards and timelines for multiple tasks, while maintaining an attitude of teamwork and collaboration and offering outstanding customer service.



	Office Management and Administrative Assistant Skills


· Provides professional administrative support for offices ranging in size from ten employees to seventy five, including fielding at least forty incoming calls per day, directing visitors, setting up, processing and posting payments from consumers, creating and editing documents, spreadsheets and presentations and coordinating companywide events, including company luncheons. 
· Ability to skillfully manage all office functions/operations and procedures, including implementing and executing tasks as assigned, such as: providing excellent customer service to clients or customers, and co-workers, filing (including retention, transfer, retrieval and disposal of confidential records), preparing expense reports and any other clerical functions.  
· After analyzing office purchasing, transitioned company to a different office supply company, saving the company $5,000 per year.
· Responsible for establishing a team of administrators who cycled through a variety of job tasks, including answering phones, entering invoices, managing security of confidential client information at a medical billing agency, working to ensure every teammate was fully trained and following HIPPA procedures.
	Accounting & Human Resource Skills


· Designing and implementing office policies by establishing standards and procedures, such as developing a hiring process that provided hiring managers a quick and easy procedure when hiring a full time employee from a temporary employment agency.
· Perform all duties and tasks in accordance with company accounting policies and financial control procedures. 
· After analysis of the existing processes, creating and maintaining a centralized database of billing vendors and suppliers to streamline and increase efficiency during monthly billing.
· Compiled financial statements, budget documents and financial forecasts. Ensured the integrity of accounting records through reconciliation.
· Managed Accounts Payable/Receivable and expenses - control procedures, including billing, invoicing, purchase order, inventory verification, and daily bank deposits by verifying all purchases and invoices.
· Entered detailed payroll for field crews, ranging from 45-85 employees, ensuring that time entered for each employee was properly accounted for in job-cost system, including managing employee benefit information.

	Procurement & Inventory Management Skills


· Assisting shipping department in scheduling incoming materials delivery and scheduling outgoing finished product deliveries; including developing a new procedure to ensure all shipments departed the warehouse complete and on-time. Responsible for 40% of all incoming material shipments, plus outgoing finished products.
· Issuing purchase orders based on material needs, reviewing delivered materials for accuracy and completion against purchase orders, entering purchase orders into accounting systems, and tracking down missing deliveries. 
	Project Administration/Coordination Skills


· Coordinated and managed information flow and documents between key project members for 10-15 commercial glass installation projects simultaneously, from inception to closeout. 
· Identified and worked to remove barriers to successful completion of each commercial glass installation project, with particular emphasis on resolving issues with subcontractors.
· Facilitated and coordinated the work of multiple teams on each project, including general contractor, various subcontractors, and field and shop employees.
	SKILLS AND COMPETENCIES


	Office Management
Staff Development & Training
Policies & Procedure Manuals
Accounts Payable/ Receivable
	Spreadsheet &Database Creation
Report & Document Preparation
Public Notary 
Medical Terminology
	Records Management
Meeting & Event Planning
Inventory Management
Expense Reduction



	TECHNICAL SKILLS


	Outlook Suite
Microsoft Suite 
     (Word, Excel, PowerPoint)
	Sharepoint
JD Edward Enterprise
	Oracle
Aurico



	EMPLOYMENT HISTORY


	October 2015 – Present
	Caraustar Industries, Inc.       
	Administrative Assistant 
Office Management

	May 2015 - October 2015
	Boyer & Seeley, Inc.
	Administrative Assistant
Office Management

	March 2011 – May 2015
	Budget Control Services
	Administrative Assistant

	July 2008-March 2011
	Metropolitan Glass Inc.
	Project Coordinator 
Administrative Assistant

	October 2005 – July 2008  
	Processing Solutions      
	Loan Processor



	


	EDUCATION


2007	Intellitec Medical Institute
Associates Degree in Medical Administrative Assistant and Insurance Billing and Coding
2003	Wasson High School – General Diploma

