Felicia Q. Rucker
2514 Paris Avenue• Trevose, PA 19053 • Mobile: 215-630-4601 • fqrucker@comcast.net


HIGHLIGHTS OF QUALIFICATIONS
1 Over 30 years administrative experience within various corporate settings
2 Strong interpersonal, customer satisfaction and follow-through skills 
3 Easily grasps new concepts and excels in multi-tasking
4 Detail oriented, excellent verbal/written communication skills
5 Achievement-driven with proven dedication to meeting the goals of the organization

WORK EXPERIENCE


Dietz & Watson, Inc. Philadelphia, Pa. 				August 2012-Present

Office Coordinator/Receptionist

      Receptionist:  
a.       Front desk reception duties
b.      Corporate liaison between employees, visitors, facilitators and suppliers – greet customers and make them comfortable and notify the appropriate individuals of their arrival;
c.       Sort and deliver all incoming mail and send out all outgoing mail;
d.      Order supplies for Fed Ex and priority mail which includes air bills, envelopes and boxes;
e.      Maintain postage machine; and
f.        Screen and route telephone calls, answering routing inquiries and maintaining internal employee phone lists and external customer and vendor lists.
g.   Misc. data entry, scanning, faxing, copying and filing Responsible for ordering coffee supplies

H. Responsible for ordering business cards for all professional staff

i. Maintain neat appearance of lobby, restroom, lobby conference room and coffee station. 



      Office coordinator:  responsible for the overall appearance of the office and kitchen areas, including maintaining the coffee machine.
a.       Filing, faxing and copying as needed, supporting the team members with assistance on conference room coordination.
b.      Order business cards.
c.       Responsible for coordinating maintenance of the offices with the maintenance department.
d.      Coordinating cleaning with the outside janitorial company.

[bookmark: _GoBack]Hospitality function:  support a positive office environment with a great, cheerful attitude and demeanor, set up for meetings, greeting customers, catering and cleaning up.  Work with office team to help maintain office morale.
	H.R. Duties:  scanning files such as (401k, Beneficiary, Check, Enrolment forms, Direct Deposit, Employee Data, Rollover Contribution, Investment Change, Loan Request, Participant Loans, Pension Plans, Salaried update, and Termination & Retirement 

· Per screening for H.R. to help out to see what the employee needs and make sure they see the right person.
· Putting C.A. Short points in the C.A. short program also keep a spread sheet of employee and points. 




G2 Interactive, North Wales, Pa.                                    August 2003 – March 2012                


Office Coordinator/Receptionist

Receptionist functions: Perform front desk reception duties, act as corporate liaison between employees, visitors, facilitators and suppliers, greet clients - make them comfortable and notify managers of their arrival, control high volume of vendor contacts.

Mail functions: Deliver all incoming mail (Airborne, US Mail, UPS, FedEx) and send out all outgoing mail, Order supplies for Airborne, Fed Ex and Priority Mail which includes air bills, envelopes and boxes, Keep mailroom stocked with supplies, Maintain postage machine.

Telephone functions: Excellent and pleasant communication skills for monitoring main phone line (8 line system), screening and routing telephone calls, answering routine inquiries, and maintaining internal employee phone lists and external customer and vendor lists.

General office tasks: Opening office, Maintaining Kitchen to include: Maintain coffee machine and keep supplies stocked for use in kitchens (appearance, dishes, etc.),  Filing, faxing, and copying as needed, Supporting team with assistance on Microsoft output (Word, Excel, PowerPoint, etc.),  Maintaining office supply inventory and supply ordering, Distribute expense and salary paychecks, Order business cards and nameplates, Maintain mailboxes (setting up new employees and remove departing employees,  Coordinating new employee set-ups (ID card, phone, etc.), and employee set-up form, Running errands as necessary

Office Coordinator functionality: Responsible for overall appearance of the office (including: changing light bulbs, arranging flowers, client signing as needed. Call for service on all office equipment, Overseeing seven conference rooms reservations and their meeting calendars, Makes general building maintenance requests to landlord and monitors their completion, Monitors entire office space for maintenance issues, general organization and cleanliness, Handle all complaints regarding office/building maintenance,  Coordinate all office moves and space assignments, Cross-trained back-up employees on intricacies involved in day-to-day facility operations, Take care of miscellaneous things such as doors not locking, carpet repairs, cabinet repairs etc.

Support internal and external Event Planning: Help to coordinate outside meetings that require reservations, arranging for facilities and food, issuing information, and controlling event budget, Ordering flowers and other items for events, employee’s awards, & other.

Hospitality Functionality: Support a positive office environment with a great, cheerful attitude and demeanor, setting up for meetings, greeting clients, catering, and clean up, Work with office teams to help maintain office morale.
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GE Betz, Trevose, Pennsylvania					May 1988 – April 2003
Conference Center Coordinator
1 Coordinated the daily operations of the Corporate Conference/Training Center
2 Acted as corporate liaison between employees, visitors, facilitators and suppliers
3 Managed the logistics associated with all meetings, training seminars, special events including presentation equipment
4 Cross-trained back-up employees on intricacies involved in day-to-day facility operations
5 Assisted the Creative Service Department and Training Department with project task completion
6 Call for service on all copiers, fax machine, postage machine  
7 Maintain a supply of toner cartridges for all printers
8 Help to coordinate outside meetings that require reservations
9 Work with cleaning people and building maintenance on a regular basis
10 Take care of miscellaneous things such as doors not locking, carpet repairs, cabinet repairs etc.
11 Handle all complaints regarding office/building maintenance
12 Hospitality: setting up for meetings, greeting clients, catering, and clean up
13 Responsible for overall appearance of the office
14 Take inventory and order all kitchen supplies.  Maintain coffee machine and keep supplies stocked for use in kitchens 
15 Help to coordinate outside meetings that require reservations
16 Makes general building maintenance requests to landlord and monitors their completion. Monitors conference rooms and entire office space for maintenance issues, general organization and cleanliness.

Office Services Operator/Receptionist
1 Conducted the mass production and the mailing of business materials including coping, collating, tabulating, finishing and assembling manuals along with other materials for special projects
2 Performed Xerox reproductions on both black and white, and color copiers
3 Organized data for microfilming storage, proofread finished microfilm
4 Maintained corporate-wide bulletin board display for corporate communication and mandatory postings
5 Handled mail delivery
6 Call for service on all copiers, fax machine, postage machine  
7 Maintain a supply of toner cartridges for all printers
8 Keep mailroom and copy rooms stocked with supplies and copy paper 
9 Reserve conference rooms when requested
10 Perform front desk reception duties 
11 Makes general building maintenance requests to landlord and monitors their completion. Monitors conference rooms and entire office space for maintenance issues, general organization and cleanliness.
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Penndel Mental Health Center, Penndel, Pennsylvania		March 2000 – October 2003
Part-time Front Desk Receptionist 
1.   Greet clients, verify eligibility of services and notify therapists of the arrival of clients
2.   Place appointment confirmation calls for therapists clients
3.   Develop office procedures to aid in the accuracy and timeliness of daily tasks
4    Perform other administrative duties including pulling clients’ charts, copying, filing and conducting room assignments.






COMPUTER AND OTHER TECHNICAL SKILLS

Software Applications:  Microsoft Word, Outlook, Excel, PowerPoint, Schedule Plus and Lotus Notes
Audio/Visual Equipment – rear-projection system, visualizer, proxima, and standard slide projector
Computerized Xerox machines (full working knowledge of use and maintenance)
Typewriter, calculator, and fax machine
					EDUCATION

Bensalem High School,   Bensalem, Pa.  (1982-1986)
Bucks County Technical School   (1983-1986)
					
AWARDS
Betz Laboratories Science Outreach Award (1998)
YWCA of Bucks Country Community Service Award (1999)
Betz Laboratories Spirit of Women Award (2001)



References Available Upon Request

