CHANTINA COLON
633 Beechwood Ave. Collingdale, PA 19023 * (H) 267.468.9492* (C) 267.844.1960* chantinacolon25@yahoo.com

Dear CORA,
 I have extensive Administrative support experience at the executive level and pride myself on excelling at any task and having the ability to wear many hats at a time.
In my current position as an Administrative Assistant for the Chief of Police at Darby Borough Police Department, I serve as the Supervisor of the Front Desk Clerk, over twenty Crossing Guards, and department Turnkeys. I also do scheduling and payroll for over fifty employees, and assist the human resources department when additional resources are needed.
My reputation as a competent team member, who always gets the job done, comes from my ability to work cross-functionally and multi-task various responsibilities such as preparing data reports for management, press conferences, organizing company meetings and off-site events.
The most important skill I pride myself on that will greatly fit this role is I am resourceful and an avid self-starter. My experience has taught me the importance of being proactive and adapt as situations arise. When I began my current position, I learned that having technical proficiency in the departments database would help make my job a lot easier because I would have direct access to the data rather than going through another employee.
I’ve learned that work no longer seems like a job to me when I can juggle multiple projects and can anticipate needs before they become problems – that’s when I’m at my best.
I am excited about this opportunity with CORA and how I can contribute my skills and talents to making your business run as smoothly as possible. Thank you for your consideration and I look forward to speaking with you soon.
Sincerely,
Chantina Colon  









Chantina Colon
633 Beechwood Avenue, Collingdale, PA 19023 * H: 267.468.9492 * C: 267.844.1960 * chantinacolon25@yahoo.com 
PROFESSIONAL SUMMARY
Driven Executive Assistant adept at developing and maintaining detailed administrative and procedural processes that reduce redundancy, improve accuracy and efficiency and achieve organizational objectives.
SKILLS
 	*Excellent communication/phone skills		* Dedicated team player
*Payroll						* Pleasant demeanor 
*Strong interpersonal skills				* Proofreading
*Event planning					* Human Resources Management (HRM)
*Accurate and detailed				* Compensation and benefits
*Excellent planner and coordinator			* Advanced clerical knowledge
*Resourceful					* Conference planning
* Critical thinker					*Filing and data archiving
*Report writing					* Project planning
*Schedule management				* Employee training and development
                  
WORK HISTORY
Chief of Police Administrative Assistant, 06/2010 – Present
Darby Borough Police Department – 1020 Ridge Ave. Darby, PA 19023
Crossing Guard, Front Desk Clerk, and Turnkey Supervisor
Scheduling and Payroll for over 50 employees
Manage the Chief of Police scheduling and appointments, as well as setting up press conferences with the Media
Compiled and analyzed payments for reports and booking center fees.
 Delaware County Notary Public #1322415

· Excellent Communication Skills
· Customer Service
· Microsoft Office Proficiency
· Proper Phone Etiquette
· Office Manager
· Time Management
· Human Resources
Residential Advisor, 03/2004 – 6/2010
MelMark – Broomall, PA
Cared for mentally handicap clients, transported, cooked, cleaned, administered medication
CPR and First Aid Certified 

· Excellent Communication Skills
· Proper Phone Etiquette
· Time Management  
EDUCATION
Delaware County Community College: Business Major  2017- Present
