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Objective 

          
             Skills
	
Excellent administrative and customer service professional, looking to obtain and secure a full time position within a company that will utilize my skills and abilities, while allowing me to grow within that company. 

10 Key and Data entry, Microsoft Word, Excel, PowerPoint, Outlook, HRIS, PeopleSoft, Service Now, Passage Point, organizational skills, detail oriented, fast learner, able to work individually or with a team, comfortable with meeting deadlines, self motivated, good written and verbal communications skills, excellent at multi tasking.

	                   
     Experience
	07/2013 - 05/2014
	Kelly Services/CBRE Supporting Booz Allen Hamilton
	                   San Diego, CA

	
	Receptionist/Concierge
· Greet and announce clients, applicants and visitors. Follow security procedures for recording guests, suppliers and other visitors. Arrange escorts as needed. Issue visitor badges and validates parking.
· Receive and direct incoming calls to appropriate personnel and voicemail.
· Responder to service request tickets using Service Now. Assigns, tracks status, and closes tickets in a timely manner.
· Arranges convenient transportation services for guests if requested.
· Provide support and routes maintenance, janitorial, meeting set-up, supply needs, etc. to the appropriate office services area.
· Assist employees with Outlook conference room scheduling and keep manager office calendar updated and accurate.
· Keep the San Diego employee phone list up to date with accurate employee contact information. Adds new hires and deletes termed employees.

	
	12/2010 - 06/2013
	Wells Fargo Human Resources
	                   Phoenix, AZ

	
	HR Specialist 2
· Prepped Manager Desk Files of termed and active team members to be scanned into Employee Records database.
· Processed and prepped New Hire Kits to be scanned into Employee Records database.
· Processed and prepped Annual Team Member Reviews to be scanned into Employee Records database.
· Scanned employee records into database.

	
	06/2009 - 12/2010
	Wells Fargo/Office Team
	                   Phoenix, AZ 

	
	Human Resources, Legal Order Processing, Home Mortgage
· Opened and separated mail, making sure it was placed in the correct area.
· Scanned employee records, exceeding daily scanning goals at times.
· Carried out special scanning projects.
· Processed and prepped New Hire Kits and reviews to be scanned and trained new employees in scanning and mail duties.
· Referenced payroll checks to report and paired up checks with customer letters.
· Ordered Title, Hazard and Flood Insurance.
· Ordered Flood Certificates, mailed out commitment letters, ordered Subordination Agreements.
· Called and emailed loan officers for outstanding conditions


	         Education
	05/2009
	Desert Ridge High School
High School Diploma, GPA 3.5
	                   Mesa, AZ



