PENNY O’MARA
8300 SHERIDAN BLVD., 22M, ARVADA, CO 80003
203-772-5980
penny_omara75@yahoo.com
EXPERIENCE	
        12/2005 – 9/2013	University of New Haven			        West Haven, CT	
			Administrative Assistant, International Admissions
         	*Processed high volumes of applications and supporting materials for incoming
         	  international graduate students, including immigration documents.
*Retrieved high volume of emails and responded in a timely manner.
         		*Greeted visitors, answered phone and screened calls or assisted as needed. 
[bookmark: _GoBack]*Provided secretarial assistance of a confidential, complex and responsible nature to the Senior                  
         		  Director and Director of International Admissions.  
*Oversaw student workers.  
*Performed general office duties and assisted various departments as needed. 	

         9/2000 – 12/2005	University of New Haven			          West Haven, CT
                                                     Administrative Clerk, Undergraduate Admissions
          		*Date entry of documents for incoming and prospective students, including       
          		  applications, transcripts, etc.  
*Retrieved email and responded in a timely manner.  
          		*Assisted with answering phones, including multi-line switchboard, as needed.  
          		*Corresponded with campus community as needed.  
*Assisted students as needed.  
          		*Performed general office duties.

          6/1998 – 9/2000 	 Knights of Columbus Supreme Office	            New Haven, CT
       				 Data Entry, Membership Records
         		 *Data entry and filing of documents for current and incoming members.  
 *Performed general office duties.

SKILLS
*Proficient in Microsoft Word, Excel and Outlook
	*Minimal training in PowerPoint
	*Able to interface strongly and positively with co-workers and the general public
	*Able to prioritize and multitask in a timely manner
	*Able to work independently as well as in a group setting
	*Able to maintain organizational skills
	*Minimal training in AP/AR
	*Experienced in online shipping, i.e. UPS, FedEx, and DHL 

EDUCATION	
6/1994		 	Stone Academy					Hamden, CT
				Certification
				Word Processing/Secretarial

	6/1993			Wilbur Cross High School				New Haven, CT
				Diploma

REFERENCES			Supplied upon request
				

