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Kristin Tolchin
2212 Stage Coach Drive ( Milliken, Colorado 80543 ( Phone: 720-242-5401 (KristinTolchin@gmail.com


Career Summary
Diligent, detail-oriented administrative professional offering 13+ years’ experience in self-directed positions requiring effective support and advanced effective office management skills across a host of various industries. Highly organized team member who meets project deadlines, while performing multiple tasks within fast paced environments. Demonstrated ability to resolve challenges with innovative solutions systems and process improvements to increase efficiency, customer satisfaction and the bottom line. Excellent communicator and motivator leveraging interpersonal leadership skills to build, sustain and foster peak-performing environments.  
AREAS OF Strength
	· Office Management

· Administrative Support

· Program Development

· Database Management

	· Multi-Project Management
· Meeting & Event Coordination

· Reporting & Documentation
· Executive Communication
	· Customer Service
· Executive Correspondence
· Issue Resolution
· Computer Proficiency


Summary of qualifications
· Provided support to Senior Executives by conducting calendar management, meeting coordination, travel arrangements, scheduling for internal and external staff training, mail processing, correspondence and client interface. 

· Excellent organizational skills; capable of accomplishing several tasks simultaneously with accuracy and according to deadlines. Highly flexible in new situations with the ability to adapt and learn quickly 
· Possess technical proficiency in operating multiline phone systems, copiers, printers, fax machines, computers and software including MS Office Suite and QuickBooks. 

· Possess extensive administrative and customer service skills with a proven ability to maintain good relationships with customers 
PROFESSIONAL EXPERIENCE
PLANNED PARENTHOOD OF THE SOUTHERN FINGER LAKES, Ithaca, New York                                    2010 – 2012
Executive Assistant to the CEO/President   
· Provide administrative and clerical support for the CEO, Board of Directors and Leadership Team

· Preparation and submission of agency-wide dashboards, grant reports and other performance updates

· Creation and distribution of materials, coordination of schedules and amenities, agenda preparation and recording of minutes for monthly board meetings

· Maintain contacts, calendars, task management and minute recording for the Leadership Team 

· Manage CEO key action item list with proper documentation in company database
· Maintaining and updating files across five clinical offices for the CEO and Board of Directors with stringent confidentiality

· Plan and prepare data for submission of grant proposals with stringent deadlines

· Act as liaison between staff and Board to ensure critical items are brought to the CEO’s attention promptly

· Coordinate all travel schedules and travel arrangements for the CEO

· Function as phone and visitor reception agent for the administrative offices 
GREENE’S SOFT WATER SERVICE, INC., Ithaca, New York                                                                 2008 – 2011
Executive Assistant/Office Manager


· Responsible all accounting requirements including monthly bank reconciliation, accounts payable and receivable within QuickBooks Pro 

· Processed quarterly sales tax and monthly 941 calculation and payment
· Converted 40 years of customer database from rolodex to an electronic FilemakerPro Database

· Maintained and updated client accounts and records 

· Prepared and forward invoices and purchase orders daily

· Responded to client service and sales calls both via phone and office walk-ins 
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CORNELL UNIVERSITY, Ithaca, New York                                                                                         2004 – 2008

Executive Assistant III


· Provided support for the Society for Personality and Social Psychology, Inc. such as correspondence

· Act as liaison to the Executive Committee members, and other key national and local contacts for the Executive Officer

· Responsible for file and database creation and maintenance between multiple programs
· Coordinated and scheduled Executive Committee members’ travel and conference arrangements
· Planning and implementation of membership renewals, as well as processing all new members throughout the year 

· Responsible for maintenance of over 12,000 member records

· Created data files and labels for monthly psychology journal mailings

· Responsible for all accounting functions such as multiple bank account reconciliations, accounts payable and receivable

· Recorded Executive Committee meetings minutes

· Drafted and proofread all correspondence and necessary documentation for Executive Officer

· Coordinated Executive Committee meetings and SPSP conferences, produce and disseminate materials 

· Maintained filing systems pertinent to Executive Committee activities

· Report creation for all financials and member information

· Planned and implemented mass e-mailings to provide information of events and findings

· Assisted in special projects and other functions, as needed

eCORNELL,  Ithaca, New York                                                                                                         2001 – 2004

Human Resource/ Administrative Assistant

· Provided office support such as correspondence, file creation, etc., as requested throughout three separate locations

· Prepared and sent purchase orders and invoices as requested 

· Processed invoices and other requests for payment by verifying receipt of goods or services, and finalizing the approval for payment

· Managed and verified the validity of multiple employee credit card accounts

· Utilized chart of accounts for processing accounts receivable and payable. Managed general ledger entries
· Maintained individual files and processed payroll for each independent contractor 

· Responsible for database entry, maintenance, and report development

· Organized mailings and determined most effective and efficient shipping method  

· Saved eCornell 36% on international shipments and 48% on domestic shipments through researching costs and negotiating lower rates with various shipping companies 

· Provided review and filtration of potential hire resumes eliminating applicants not matching organizational standards and expectations
· Maintained benefit information files and created new employee benefit packets as needed

Education & Certifications
Top Secret Security Clearance - October 2012

Human Resource Management Certificate, eCornell – School of Industrial and Labor Relations; Ithaca, NY
NYS Regents Diploma – Accelerated graduate, Ithaca High School; Ithaca, NY

