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RENEE SMITH

Dear Hiring Manager,

As an administrative professional, I was excited to see the job listing for HR Assistant. With over five years of office experience with an emphasis on client relations, a typing speed of 80 WPM, and outstanding written and oral communication skills, I am confident that I would be a valuable asset to your team.

As I am currently in the early stages of my career, I feel that this position is the perfect opportunity to develop my existing skills, as well as cultivate new ones.

I am confident that my administrative experience, ability to work independently and collaboratively, as well my capability to work well under pressure, will allow me to contribute greatly to the team’s success.

Sincerely,

Renee Smith
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Renee Smith

HR Assistant

Administrative Analysis | Client Service Management | Document Preparation

Reliable, energetic, and resourceful administrative professional with over five years of experience cultivating client relationships and providing administrative support. Ability to multi-task several priority items on any given day and see the completion of administrative tasks with an acute attention to detail. Expertise in proofreading and document preparation, written and oral communication, administrative organization, and efficient productivity.

WORK EXPERIENCE

Sahmel & Associates, CPAs – San Diego, CA
09/2021-PRESENT

Administrative Assistant

Responsible for assisting in a variety of routine and complex clerical, secretarial, and administrative duties to support the office manager, managing partner, and associate partners.

· Assist in preparing government correspondence documents, processing and submitting Power of Attorney, and creating draft legal documents.
· Manage all incoming sensitive client data by organizing and scanning into client file.
· Create new projects as within tax software and delegate to appropriate tax accountant.
· Manage client correspondence regarding projects in process, i.e. securely providing tax returns, tax projections, status updates, government notices, etc.
· Maintain managing partner and associate partners’ calendar.
· Assist office manager in billing and invoice processing.
· Assist HR department in maintaining personnel records to ensure completeness, accuracy, and timeliness of internal processes.
· Conduct data entry.
	Starbucks Corporation – San Diego, CA
	10/2018-9/2021


Shift Manager

Responsible for managing the daily administrative business operations which included scheduling for over 30 employees, overseeing quarterly budgets and sales goals, as well as maintain computer and manual company records.
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Meticulously regulate inventory management and product budget to corporation standards.
· Modify team management in collaboration with executives leading to profits doubling.
· Effectively compile and process fiscal records of purchases, cash deposits, and inventory budget.
· Coordinate with contractors to diagnose and rectify apparatus and software malfunctions.
· Prepare and organize scheduling for employees and manipulate as needed.
	Framer’s Inventory – Portland, OR
	09/2017-09/2018


Client Relations Specialist

Regulate client files and client communications with business owners across the United States.

· Conduct data entry.
· Processes service requests and subsequent billing and invoicing.
· Keep meticulous client records and filed documentation accordingly.
· Maintain timely communications with clients via phone, email, and mail.
· Quickly and efficiently onboard new clients into software system.
	Paula Quint Realty – San Diego, CA
	05/2016-09/2017


Administrative Assistant

Used strong multi-tasking skills to ensure the smooth operation of daily tasks.

· Produce and distribute correspondence to clients and other agents.
· Build and maintain client relationships, leading to referral business.
· Compile and organize client files.
· Conduct data entry.
EDUCATION

Arizona State University - Online

Bachelor of History – 2021-Present

Metropolitan State University of Denver – Online

Paralegal Certification Program – Fall 2022

PROFESSIONAL SKILLS

· Mastery of Microsoft Office (Word, Excel, PowerPoint), Google Suite, Windows, and Outlook.
· Proficient in Lacerte software.
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Proficient in Practice software.
· Outstanding organizational, multi-tasking, and problem-solving abilities.
· Ability to type 80 WPM.
· Excellent communication skills with a focus on client relations and attention to detail.
· Mastery of multi-line phone systems.
VOLUNTEER EXPERIENCE

Kiwanis Club – San Diego, CA
2018-PRESENT

International Service Club

· Volunteer for various fundraising events.
· Serve as a mentor and tutor to middle school youth.
Challenged Athletes Foundation – San Diego, CA
2017-PRESENT

Non-Profit Organization

· Volunteer laborer assisting in the setting up and taking down various triathlons in San Diego.
AWARDS AND HONORS

	Partner of the Quarter - Starbucks Corporation
	06/2019


· Recognized for exceptional growth and development within the company.
· Worked closely with upper management to develop a personal development plan.
	Partner of the Quarter – Starbucks Corporation
	08/2021


· Recognized for exceptional leadership through communication and delegation.
· Worked closely with fellow managers to construct and develop task completion plans.
LANGUAGE COMPETENCIES

· English: native language
· Spanish: Basic (speaking, reading, writing)
· German: Basic (speaking, reading, writing)
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