Amber Westbrook

3501 Marquette Road

North Chesterfield, VA 23234

(804) 647-5058 westbrook.amber@yahoo.com
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Objective 

Seeking a full-time position utilizing my excellent administrative, interpersonal, and analytical skills. 

Education 

Bachelor of Science in Business Administration, December 2007 

Virginia Commonwealth University (Richmond, VA)
Volunteer Experience
Agape Church  

Assistant Bookkeeper  


        




01/00 – present ~ Richmond, VA

· Calculate and record financial data in order to gather and maintain financial records, using journals and computers

· Operate calculators, computers, and copy machines to aid in calculations and financial documents
· Compile yearly contribution statements
· Supervise a staff of 2 volunteers

Head Children’s Coordinator    






02/05 – present ~ Richmond, VA 

· Prepare and administer activities with time allotted for instruction, demonstration, and implementation

· Teach students in individually and in groups using discussion, demonstration, and application methods

· Create and enforce rules for classroom conduct to maintain an orderly and safe atmosphere for students

· Supervise 4-5 volunteer coordinators
Pamela Westbrook Ministries, Inc.

Conference Coordinator  






01/06 – present ~ Richmond, VA

· Arrange programs, agendas, and services according to customer requirements

· Organize services for events, such as accommodations and transportation for participants, signage, displays, and facilities

· Maintain financial records and data for events
More Enterprise

Office Manager







01/07 – present ~ Richmond, VA

· Handle customer inquiries and orders 

· Maintain supplies inventory by checking stock, anticipating needed supplies, placing orders

· Create and maintain office documents such as invoices and data reports

· Create custom banners and flags for customers

· Build and maintain company website 

· Provide consulting services as needed to aid in the company’s overall efficiency and effectiveness
Intercessions, Inc.  

Assistant Workshop Facilitator 




   
 
   06/05 – 08/06 ~ Richmond, VA

· Acted as substitute for homebuyer education instructor 

· Performed administrative duties such as, greeting clients, answering multi-line phones, preparing documents, faxes

Work Experience
Wells Fargo Advisors’ Investment College 

Administrative Assistant







01/08 – 07/09 ~ Glen Allen, VA

· Constructed and sustained a variety of training calendars that provide detailed information to Regional Licensing Coordinators, Financial Specialists, Managers, and Trainers   

· Managed a database that houses information for over 1000 Financial Specialists throughout their licensing process
· Retrieved and inputted approximately 15 enrollment forms in the Investment College’s database, daily

· Created bi-weekly pass ratio reports for Managers with results for over 100 Financial Specialists 

· Acquired trainers to facilitate a variety of weekly licensing classes 

· Sought out and secured locations for about 20 different weekly licensing classes

· Performed various administrative duties such as order supplies, retrieve messages, and office projects

University Career Center 

Co-op/Recruitment Coordinator Assistant  


            

08/05 – 12/07 ~ Richmond, VA



· Promoted assistant to the Associate Director of the Career Center

· Managed cooperative education database with over 100 students that work on and off campus 

· Generated statistical analysis for co-op reports and academic departments

· Maintained and updated Career Center’s job database with over 15 jobs per day

· Input and maintained over 50 work study positions per semester on Virginia Commonwealth University’s work study website

· Interacted daily with employers, faculty and staff, and students regarding Career Center services

· Appointed to Career Center’s Marketing committee

New Directions Mortgage Company


Mortgage Loan Officer Assistant   




 
04/05 – 10/05 ~ Richmond, V


·    Pre-processed loan packages for multiple loan officers

· Organized inner office correspondence and client documents 

· Performed various administrative duties throughout the office
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