Maria Stelle Rowley
11382 Glencoe Circle, Thornton, Colorado 80233 – (303) 257-3156 – maria.rowley13@gmail.com
Researcher/Administrative Assistant for Corporate Management Group, Inc.
Qualifications
· Consistently praised by management for the quality and timeliness of reports, attention to detail, exemplary customer service approach, and team-player attitude
· Trusted with confidential files for department

· Responded to customers’ daily inquiries – researched and outlined appropriate process/procedures necessary to fulfill and complete inquiries 
· Created detailed contract and administrative procedural processes that reduced redundancy and improved accuracy and efficiency to achieve departmental objectives
Technical Proficiencies

Computer: MS Outlook, MS Word, MS Excel, use of internet
Specialized Applications: Ariba, Acrobat Reader
Professional Experience

Flextronics 
2007 – 2010

Contracts Administrative Assistant

Broomfield, Colorado
· Directly supported Chief Procurement Officer and designees in managing operation workflow
· Maintained and prioritized daily tasks and projects including: contract processing, travel, expense reports, and office management
· Resolved problems related to contracts being submitted – incomplete or unclear information, misunderstanding of contract approval process
· Handled 100% of contract approval process
· Tracked metrics related to contracts for director’s monthly reports/department updates
· Amended contracts database content for clean audit trail
City of Thornton
2001 – 2007
Administrative Specialist III

Thornton, Colorado
· Excelled within deadline-intensive environment, ensuring accurate and on-time completion of all projects
· Assisted in all areas of administrative work including data entry, receptionist duties, file organization, managing daily office operation, and maintenance of equipment
· Liaised with vendors to order and maintain inventory of office supplies
· Prepared and drafted all outgoing correspondence in a timely manner
· Scheduled and confirmed appointments/meetings for entire management team
· Assumed training of temporary employees and student interns on mailing systems and data entry software
· Reviewed and explained loss notices claims to residents and workers’ compensation claims to city employees to guarantee full understanding of policies and procedures
Education

Front Range Community College 
Westminster, Colorado
Present

Bachelor of Science Psychology
St. Paul College 
Quezon City, Philippines

Volunteer
Malley Healthcare and Rehabilitation Center
Northglenn, Colorado
