			     Mary O’Brien	
   145 Apache Plume St. Brighton Co 80601
      720.412.3112   marylynnetteobrien@hotmail.com		
                        Gifted with the ability to bring Chaos to Order 
Resourceful, highly organized and accomplished candidate with extensive office and personal assisting experience. Consistently recongized for improving procedures and producing error-free projects and documents. Unique ability to multi-task while maintaining primary focus on priority assignments. Established reputation for exceptional service, fast learner with proven ability to hit the ground running and deliver results quickly.
· Cash Handling and Deposits
· Schedule Coordination
· Personal Errands
· [bookmark: _GoBack]Problem Resultion
· Event Planning
· Staff Training
· Data Entry & Record Keeping
Technical Skills
Microsoft Office (Word, Excel, Outlook) Ten Key, Type 40-55wpm
Professional Experience
Garrett Residence, Nanny/House Hold Manager, Paradise Valley, AZ 1998-2004
· helping with homework
· tidying children's bedrooms and play areas
· reinforcing appropriate discipline for the children
· implementing daily routines
· doing light housework
· running errands
JP Morgan Chase Merchant Teller, Mesa AZ 2004-2005
· Made Deposits/Withdrawals
· Maintained knowledge of the Bank's policies and procedures
· Comfortable with 10K-20K in Cash Transactions
· Ability to perform transactions efficiently and without error
· Balanced Cash Drawer

Robinson Residence, House Hold Manager/Personal Assistant Scottsdale, AZ 2005-2009
· Managed the family calendar
· Scheduling and running household errands 
· Pet care 
· Grocery shopping
· Personal shopping
· Laundry
· Meal preparation
· Responsibly for care of china, silver, crystal
· Kept Inventory of artwork and antiques
· Maintained automobiles
· Oversaw entire household staff, hire, fire and train
· Organized ALL projects
North Star Producing Executive Administrative Assistant Broomfield CO 2011-Current 
· Perform to earn boss's full confidence
· Assure discreet handling of all business
· Prepare agenda in advance
· Arrange meeting facilities
· Act as recording secretary
· Take Initiative in Boss’s absence
· Keep Projects on Schedule







