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CUSTOMER SERVICE/OFFICE MANAGEMENT:
An administrative professional dedicated and technically skilled with versatile ability progressed through experience as an Assistant Property Administrator, Coordinator for Organizations, Office Manager, Customer Financial Representative and Administrative Assistant.  Developed and implemented workflow processes in relationship management, communicating through oral and written processes, securing the highest level of customer service.
  SKILLS SUMMARY: 
· Office Management/Scheduling	 Handle Confidential Information
· Promote Customer Communications	 Monitor Office Procedures
· Coordinate Meetings/Conferences	 Manage Files and Documents
· Detail Oriented/Reports/Documents	 Work Independently & Part of Team SELECTED ACCOMPLISHMENTS AND RELATED EXPERIENCE:
· Managed tenant relations and confirmed that all services met expectations, resulting in high customer satisfaction ratings.  Evaluated customer concerns, balancing their needs with the protection of the company revenue. 
· Developed office procedures to include smooth transition for everyday workload for commercial office buildings.  Ensured a high level of competence for all schedules, financials and customer/client interactions. Coordinated financial activities with accounting team for the delivery of monthly reports to owners. Assisted with assembling records management for certificates, ensuring all requirements were in place for vendors, tenants and owners
· Coordinated with staff, work orders, permits and insurance for buildings; including vendor service contracts.    Streamlined procedures for accounting processes, ensuring invoices were properly coded in compliance with the fiscal year budget.
· Experience working with Physicians; attend meetings, train for HIPPA compliance, recruited and hired staff, maintaining information regarding licensing and hospital affiliations.
· Followed care plan, arranging client’s medication and services. Maintain safe, clean and healthy environment, including laundry, meal plan and preparation. Engage client in activities; provide companionship, skilled at keeping client motivated for cognitive challenges.
WORK EXPERIENCE:
	Family Caregiver
 	Lincoln Property Company
	Companion/Attendant
Asst. Property Mgr/Admin.
	2015-2018
2006-2014

	Charitable Organizations
	Volunteer
	2004-2005

	Winchester Physician’s Office
	Office Manager
	2002-2003

	Verizon Wireless
	Sr. Customer Financial
	1996-2001

	Mass. Institute of Technology
	Administrative Assistant
	1989-1995


EDUCATION: 	Bachelor of Science – Management, Lesley University, Cambridge, MA  
Notary of the Public for the Commonwealth of Massachusetts 
COMPUTER KNOWLEDGE: Microsoft Office (Word, Excel, PowerPoint) and various Multi-platform Software Programs.
