Samantha Wiggins
9839 Lawrence Court #2-S	
Schiller Park, IL 60176                                   
(775) 315-8587
nixxsgrl9@yahoo.com                                                                                                                                                                 

Objective:    Administrative Assistant position 
  
Highlights:                                          
·   Provides effective and exceptional interaction with customers, vendors and all levels of 
        management. 
·   Able to create a workable schedule to meet deadlines efficiently. 
·   Capable of handling multiple projects concurrently. 
·   Demonstrated ability to consistently meet deadlines. 
·   Enjoy working with people. 
·   More than three years of hands-on experience in accounting 
·   Ability to quickly learn procedures and methods. 
  
Qualifications:                
Technical/PC                                                                                                                                      ·   MS Word 
·   Word Perfect 
·   Microsoft Excel 
·   Access

Accounting                                                                                                                                                         
·   Experience in accounts payable, accounts receivable 
·   Payroll 
·   Budget Planning 
·   Reconcile weekly and monthly reports 

Customer  Support                                                                                                                                                          
·   Answer phone and respond to customer inquiries 
·   Monitor customer records to ensure prompt payment of annual assessment    
       monies due 
·   Prepare travel requests, research documents 
·   Inventory 
·   Data Entry of accounts payable and other various projects 
·   File 
·   Create and maintain excel spreadsheets of various records for utility 
      companies 
·   Set up conference calls and other meetings 
·   Set up and maintained organizational charts 
·   Created phone lists for entire agency 
·   Transcribed minutes from certain meetings 
·   Opened and distributed mail

Experience with Special needs peoples: 

∙ Helping children do everyday school activities reading, writing, math, science etc.
∙ Help teach them how to interact appropriately in the community and classroom
∙ Assist with feeding, changing 
∙Assist with field trips
 
Eagle Valley Children's Home (mainly adults)

∙ Assist with daily life activities
∙Help meal assist
∙Help change, shower, brush teeth, hair, get dressed
∙Help with speech
∙Assist on outings in the community
∙Help wheel chair clients get in and out of bed and their chairs for various things
∙Assist all with individual programs designed for their individual 
     needs 
∙Assisted with putting clients in positioning equipment 
∙Do monthly case manager paperwork
 ∙Perform PT on individual clients
∙CPR certified by Red cross
∙Monitor, record and report seizures
∙Record daily results of Individual Programs
∙Attended all mandatory in-services(various things)

  
Employment:         Special Needs School of Gwinnett                                                  
 Lawrenceville, GA 
 ParaPro    6/2010-Current 
 

  Eagle Valley Children’s Home                                                              Carson City, NV 
 
DirectCareTrainer                                                                                            8/2009-5/2010 
   
 State of Nevada                                                                                                                                                               
 Carson City, NV 89701 
  Administrative Assistant I, II        2003 to 2007 
  
Greater Nevada Credit Union                                                                                                                   Carson City, NV 89701 
Bank Teller                    2003 to Nov 2003 
  
 Mervyn's California                                                                                                           Carson City, NV 
Retail Sales Associate               1999 to 2003 
  
Education:                                          

Dayton High School                                                                                                                     DDayton, NV 
 High School Diploma       Graduated 2001 

References:
Elinore Trotter (770) 789-0610 
Special Needs School of Gwinnett 
  
Kelee Melin (775) 882-1188 
Eagle Valley Children’s Home 
  
 Teri Sulli (775) 450-1889 
 State of Nevada 
  
Erin Fennel (775) 224-2954 
Personal experience with special needs is.....
 

