Amber Olivia Baker

329 Farragut st, Park Forest, IL

Relocating to Denver,Co in December 2013

Cell: (708)902-4235 

SUMMARY

Performance-driven and results-oriented administrative professional with extensive experience in organizational support,  personal supervision, Microsoft office suite, and office management. Seeking a position that will allow me to utilize my hands-on experience to provide exceptional customer service and support.  Also allowing me to make use of my exceptional leadership and interpersonal skills while significantly contributing to the overall success of the organization.

CORE COMPETENCIES

•
Microsoft Office Suite
•Exceptional Verbal and Written Communication Skills

•
Attention To Detail
•Exceptional Organizational Skills

•
Problem Solving
•Strong Work Ethics

•
Honesty and Integrity
•Time Management

EXPERIENCE

Hannibal Industrials Inc.

Tinley Park, IL

Administrative Assistant








08/2011 to 11/2013

· Perform Daily Administrative Tasks, (Mailing, Data Entry, E-mail Management, Order Processing etc.)

· Process vital money management documents; (i.e. Checks, Money Orders, and Expense Reports)

· Coordinate ideas with executive staff/owner to create a more efficient work environment

· Manage all social media entities

NATIONAL OPINION RESEARCH CENTER (NORC)

Chicago, IL

Telephone Interviewer








11/2012 to 04/2013

· Worked for a prestigious research institution affiliated with the University of Chicago

· Performed telephone interviews, respondent locating and screening, survey response coding, hard copy document management, computer assisted data entry, and survey material mailings

· Performed interviews, coding, and dat entry according to federal government regulations

· Worked with sensitive and confidential information to provide data to the CDC and its affiliates

SIUC COLLEGE OF ENGINEERING

Carbondale, IL

Administrative Assistant






  

01/2010 to 12/2010

· Daily Administrative Tasks for 5 SIUC Executive Employees

· Handled Case Sensitive Documents, that were pertinent to the office

· Created a secure and enjoyable work environment for both faculty and students

· Aided students with academic questions and provided adequate solutions

· Managed the daily schedule for the Director of the College, and provided reminders and scheduled appointments

SIUC TRAVEL SERVICES

Carbondale, IL

Administrative Assistant








01/2009 to 12/2009

· Assisted with the management and rental of vehicles to university officials, Registered Student Organizations, and university visitors.

· Monitored Daily logs and Conducted weekly reports of vehicle inventory

· Worked closely with the Director of Fleet Operations, gaining experience in, employee file maintenance and purging, data entry, and entering and analyzing statistical data

EDUCATION

Southern Illinois University, Carbondale, IL






2007-2011

Combined  total of 125 credit hours

