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Qualifications Summary


Seasoned professional with demonstrated organizational, communication skills and supervisory capabilities.  Proven abilities to efficiently manage office operations including oversight of all related personnel. Dedicated, resourceful, team player versed in Microsoft Office including Excel and Power Point, time management, report writing and development, accounts receivable, accounts payable and medical terminology with strong interpersonal, problem solving skills and meticulous attention to detail.  


Professional Experience



Aramark at Einstein Healthcare Network – Philadelphia, PA                                                               04/04 - Present  
Office/Event Manager

· Administrative support for Director, General Manager and five Managers in the Food and Nutrition Department. 
· Accountable for payroll validation and approval
· Serves as central point of contact for all outside vendors
· Responsible for drafting meeting agendas, supplying advance materials and executing follow up for all meetings and team conferences
· Responsible for room scheduling, meeting planning, conference room preparation for board meetings, weddings and various events at  times hosting 5000 – 7000 people
· Supervisor for set up and breakdown at all functions 
· Responsible for all cash handlings for Einstein Café including but not limited to validating registers, making deposits, ordering change

[bookmark: _GoBack]The Ardsley Group – Southampton, PA                                                                                                    04/89-03/04
Receptionist/Assistant Bookkeeper 

· Responsible for accounts payable, processing invoices and issuing payments for multiple nursing home facilities and balancing corresponding  business checking accounts 
· Responsible for paying all payroll taxes
· Responsible for resolution of billing issues with Medicare, Medicaid and private insurance providers
· Created and maintained Excel spreadsheets for reporting financials to include income statements,  operating costs, expenditures and operating budgets to senior management
· Managed reception area, greeted guests, answered telephone and in person inquiries

Blue Ribbon Services – Philadelphia, PA							     04/85-09/86
Ticket Agent at Market East Station
· Responsible for maintaining current count on all Regional Rail tickets at Market East Station.
· Responsible for selling tickets for Regional Rail and maintaining all cash handling policies.
· Responsible for dealing with the public and helping to answer and solve any problems they may have.
	

Education


Abraham Lincoln High School – Philadelphia, PA 
Graduate/ Business 1986

                                                                    

References Available Upon Request

