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[bookmark: _GoBack]Objective
Top notch Administrative Professional with nearly 10 years of experience managing business relations and special projects at a management level. Serve as primary point of contact for and liaison between management, personnel, clients, and vendors. Maintain excellent written and oral communication skills, problem resolution abilities, and maintain an upbeat and team-focused demeanor. Equally effective organizational skills, event planning, scheduling and advanced word-processing support. 
Experience
Mountain View Drywall, Hillsborough NJ	2013-Present
Responsibilities include data entry, schedule management, expense report processing, drafting proposals, inventory, processed payroll, accounts payable/receivable
High focus on customer service with vendors and customers alike, as well as extensive daily work in QuickBooks and Microsoft Excel
Worked directly under Founder and General Manager. 
American Service Appliance Repair, Hicksville NY	2010-2013
Scheduled service visits, processed warranties, replenished inventory (both office and field technician), filing, customer billing, social media promotion, scheduling travel, general clerical and administrative duties
Worked directly under Business Owner and Office Manager
Education
Raritan Valley Community College	2006-2009
Immaculata High School	Graduated 2004
Skills
Computer Proficient in Quickbooks, MS Word, Excel, Power Point, Outlook, & Access – both Windows XP & Mac. Experienced in numerous Social Media platforms, as well as Constant Contact. Thorough, detail oriented, effective team player, professional demeanor, and extremely organized, all while maintaining a positive attitude. 


2
image1.png




