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(267) 461-0226
administrative, human resource OR PERSONAL assistant/office administrator
PROFESSIONAL SUMMARY
Office Administrator is an articulate communicator, active listener, perceptive thinker and expedient learner who works with staff or independently to brainstorm, organize and execute projects economically and promptly, arranges travel plans, plans meetings, leads staff and office operations, administers calendars, creates presentations, handles mail and shipping services and contributes Office and System Management, Bookkeeping, Marketing and Human Resource experience. 
career highlights
	Travel and Catering Arrangements
	Purchasing
	Meeting and Event Planning
	Office Equipment Maintenance and Repairs

	Calendar and Office Administration
	Data Entry
	Accounts Payable and Receivable
	Email and Social Media Communications

	Appointment and Staff Scheduling 
	Receptionist
	Customer and Employee Relations
	Mailroom and Facility Management


PROFESSIONAL HISTORY
TROLLEY CAR DINER, Philadelphia, PA

                         


October 2017 – January 2018

Part-time Bookkeeper

· Accomplished bank and credit card reconciliations, vendor management, accounts payable and financial reporting.
CONTRACTOR/ PART-TIME, Philadelphia, PA and New York, NY 


October 2017 - present 
Noted Accomplishments:


2012 – August 2017
· Saved $1,000 monthly by coordinating billing, front-desk reception, collections and office operations for a law firm.

· Oversee personal households and conduct contract negotiations, background checks, legal and market research, word processing, software and website updates and office cleaning.
· Resolve employee conflict, greet and check in visitors, run errands and send and distribute packages, faxes and mail.
· Maintain office kitchen and equipment, multi-line phone systems, conference rooms and conference room scheduling, databases, filing systems and personnel and accounting records
· Publish job descriptions, answer and transfer calls, order supplies and cultivate customer, donor and vendor relations.
· Communicate by email and social media, design presentations, control petty cash and personal finances, arrange travel plans and meetings and manage diaries, inventory and projects. 
· Set up voicemail systems, restaurant reservations and workshops and organize personal and executives’ calendars and schedules, office relocations, events, conferences and lunches.
· Liaise with facility management services on office design, tenants on rent issues and building management on repairs and schedule appointments, speakers and drug testing.
· Lead staff and office operations, including healthcare open enrollment, onboarding, purchasing, telemarketing, document imaging, data entry and accounts receivable and payable.
· Prepare payroll, invoices, checks, timesheets, financial and expense reports, taxes, spreadsheets, lease agreements, data analyses, expense reimbursements, budgets and policy manuals. 
· Create, proofread and print board meeting summaries, brochures, labels, grant proposals, mailings, contact lists, memos, business letters and reports, legal pleadings and invitations.
Contracts: Adrian Reid, Esq. - Legal Administrative and Office Assistant/ Leukemia & Lymphoma Society–Outreach Assistant/ SD&A– part-time Telemarketer (fundraising Philadelphia Symphony)/Aqua Vitae Institute (bartending school) – part-time Bookkeeper/ Pyramid Accounting Solutions – part-time Bookkeeper/ PI Technologies – Administrative Assistant and Invoicing/ University of Penn Health System – Junior Accountant/ Long Island Bagel deli – Bookkeeper/ CH Urban Planning – Receptionist/Bank Reconciliation/ Aramark – Mail Clerk/ Common Market of Philadelphia – part-time Bookkeeper / Drexel University – Data Processing Clerk/ Marian Garfinkle (University Professor) – Personal Assistant/ /Philadelphia Museum of Art-Cashier/Coat Check. 
CROTHALL HEALTHCARE/HAHNEMANN HOSPITAL, Philadelphia, PA

2010 -2011

Office Manager for Patient Transport Department
Noted Accomplishments: 
· Engineered payroll and union benefit processes and controls, decreasing annual labor costs by $60,000.

BARBARA DIPIPI


 Page 2



World0gps@protonmail.com
CROTHALL HEALTHCARE (CONTINUED)
· Orchestrated office operations, including document production, shipping, staff training, vendor and record management and office equipment, file and supply inventory maintenance.

· Supported Executive Director’s daily activities, including appointment and staff scheduling, research, interviewing, calendar management and meeting and travel planning. 

· Purchased office equipment, ordered office supplies, answered phones, promoted patient relations, distributed and sent mail and generated cash flow forecasts and expense reports and reimbursements.
· Processed FMLA and ADA claims and administered benefits, databases, reference checks, timekeeping and payroll systems, conflict resolution and health insurance open enrollment.

· Composed and edited emails, policy manuals, memos, financial reports, budgets and business letters and reports.

HYDROGEOLOGIC INC, (HGL) Philadelphia, PA 





2008 - 2009 
Project Administrator  
Noted Accomplishments:
· Streamlined billing procedures and developed Deltek reports, reducing the billing process by two weeks.
· Directed office operations, including collections, front desk reception duties, filing and fixed asset, office kitchen, record, mailroom, systems, database, supply and contract management. 

· Expedited project managers’ daily agenda, including calendar and diary management, research, appointment and project scheduling, travel and meeting arrangements and running errands.
· Serviced and purchased office equipment, resolved billing issues, collaborated with building management on rent and repair issues and assisted corporate office with benefits and personnel administration.
· Drafted emails, budgets, cost-benefit analyses, financial and expense reports, cash flow forecasts, business letters, Requests for Proposal and expense reimbursements.
CONSULTANT, Philadelphia, PA and New York, NY 





2006 - 2008 
Human Resource, Project, Executive, Personal and Administrative Assistant and Office Manager 
Worked for various firms and industries, including transportation (Amtrak), banking (Federal Reserve Bank of Philadelphia), health services (Cigna and Keystone Health Plan East),  law (Hoyle Morris & Kerr), television (KYW TV), publishing (Wolters Kluwer), hospital (Children’s Hospital of Philadelphia), staffing (Accountants for You), retail (Astro Gallery of Gems), non-profit (Brain Trauma Foundation, American Jewish Committee and Pew Charitable Trust), education(St. Joseph’s University), meeting and travel management (Maritz Mc Gettigan), energy (General Electric) and other (Tom Knox- restaurant and healthcare).
Noted Accomplishments:
· Maximized worker productivity by new hire orientations, conflict resolution, attendance monitoring and crafting safety, sexual harassment and health training and incentive programs. 
· Presided over office operations and staff, including office equipment and website maintenance, grant writing, front desk reception and supply, fixed asset, calendar, benefits, vendor and systems management. 
· Undertook errands, filing, data entry, restaurant reservations, personal shopping, document production, legal and market research and appointment, staff and drug test scheduling.
· Corresponded by email and social media and supervised bookkeeping, accounts payable and receivable, collections, billing, payroll processing, customer service and marketing.
· Oversaw contract negotiations, catering and travel arrangements, software updates, household and personal finance management, mail and copy services, meeting and event planning and purchasing. 
EDUCATION
La Salle University, Philadelphia, PA, Master of Business Administration in Management Information Systems, 1996

Temple University, Philadelphia, PA, Bachelor of Business Administration (BBA) in Accounting, 1993
TECHNICAL SKILLS
Oracle ADI and FSG, Oracle Financials and Systems Administration, Quick books Online and Desktop, Quicken, Lawson, Deltek, Tax ware, Turbo Tax, Vertex, ADP, Paychex, Ceridian, Team Fin, Concur, People Soft, JD Edwards, Sales force, Raiser’s Edge, Complete, Job Aid, Receipt-Bank, Bill.com, Trello, SQL, Mailchimp, Drop box, Google Calendar and Drive,  Kronos and Cognos, Jabber and  Microsoft Excel, Access, Outlook, Word, Project, Power Point and Publisher.
