  Aigneth Yager
1005 Camino Atajo, Chula Vista, CA 91910
Home: (619)392-9394 - aigneth.yager@gmail.com 

Professional Summary

Administrative professional offering excellent communication and computer skills. Meets deadlines and works with a high level of multicultural awareness and adaptability.

Skills

	· Professional phone etiquette

· Excellent communication skills

· Customer service-oriented

· Articulate and well-spoken

· Accurate and detailed
	· Team building

· Goal-oriented

· Excellent work ethic

· Strong conflict resolution skills

· Report analysis


Work History

12/2012 to Current 
General Affairs Assistant/ Receptionist SMK Manufacturing, Inc. – Chula Vista, CA
· Maintain General Affairs Department Expense Log report, compiling with annual end of fiscal year budget.

· Coordinated committee meetings, including schedules and information preparation and distribution.

· Highly Skilled in building relationships with internal and external customers.

· Strong customer service, organizational, and interpersonal skills.

· Oversaw daily office operations for staff of 50 employees.

06/2012 to 12/2012 
Human Resources Assistant SMK Manufacturing, Inc. – Chula Vista, CA
· Administered compensation, benefits and performance management systems and safety and recreation programs.

· Developed and facilitated all new-hire orientations.

· Facilitated the criminal background check process for new hires.

· Managed the employee rewards programs.

· Educated and advised employees on group health plans, voluntary benefits and 401(k) retirement plans.

11/2010 to 12/2010 
Payment Assistant Child Development Associates – Chula Vista, CA
· Assisted the Supervisor and staff in clerical support duties such as typing, filing, and Computer data participation.

· Dealt effectively with the needs of the clients in a quick and timely manner.

· Great ability at multi-tasking in a fast paste environment.

· Booked in appointments and kept great communication skills with inner customers.

Education

11-10 Business Office Administration 

UEI Collage - Chula Vista, CA

· Course Work-in Business Administration, Communications and Accounting
· Microsoft Office and PowerPoint certification training

· Continuing education in Microsoft Excel

