CHERYL L. DOUGHERTY
Philadelphia, PA 19136
215.333.5840
dougherty.cheryl12@gmail.com
www.linkedin.com/CLDougherty12
SUMMARY OF QUALIFICATIONS
· Administrative Assistant with over 15 years of experience in customer / client environments, sales and secretarial support roles. 
· Skilled in administrative support for Senior Management.

· Friendly and supportive team player who also works well independently. Known for ability to establish strong working relationships with internal and external contacts.
· Strong analytical and interpersonal skills with demonstrated success solving problems and handling customer inquiries.

· Quick and eager to learn new skills and can adapt to any working environment.  

PROFESSIONAL EXPERIENCE
THE RISK MANAGEMENT ASSOCIATION (RMA), Philadelphia, PA
2002 - 2018
Administrative Coordinator, 2015 - 2018

· Assisted and functioned as point of contact for professional staff of the General Counsel, Regulatory Relations, Communications, and Operational Risk staff with administrative duties.
· Established and managed deadlines for delivering events such as, but not limited to seminars, round tables, council meetings, conferences, and audio conferences, ensuring smooth and successful events.
· Coordinated all logistics to confirm councils and committees, including coordinating meetings, materials, meals, and hotel arrangements.

· Processed royalty reimbursement for publishers according to contract terms, meeting contract deadlines and reimbursements to publishers in a timely matter.
· Processed and adjusted vendor invoices for payment. 

· Maintained, ran reports, and updated Amazon seller page that included text and content, tracking and monitoring online sales.
· Compiled daily sales reports for upcoming events and products, tracking revenue, sales and costs for budgeting purposes.
· Assisted with department and company projects as needed. 

· Updated website pages for department and tested new company web site design and updates for quality assurance. 

· Recognized for always practicing RMA Values: Integrity, Pride, Excellence, Caring and Teamwork.
Customer Care Specialist, 2002 - 2015
· Provided educational tools and informational services to major banking institutions and professional organizations through courses, seminars, round tables, conferences, Web seminars, and internet. 
· Handled customer incoming calls from beginning to end, ensuring exceptional service.

· Oversaw all orders and subscriptions processes.

· Processed membership applications for new associates and made needed changes including billing adjustments, record updates, cancelations and title changes.
· Administrative back-up for Credit Risk Certification.
· Followed-up with customers for quality assurance.
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ADDITIONAL EXPERIENCE
GE FINANCIAL ASSURANCE
Senior Account Administrator

· Managed all functions of over 10K agents’ commission and payroll output, including auditing, balancing and preparing accurate and precise financial documents and data reports for management and customers. 

· Analyzed, researched, audited, balanced general ledgers, handled customer complaints, set-up and processed new licensing accounts, and interacted with outside vendors.
· Implemented and trained customer service staff on customer survey-related services to improve overall customer satisfaction. Established job tools such as frequently asked questions and answer sheets.
· Balanced, audited and applied batched cash to billing accounts.
· Managed full setup for new business and agents including licensing, background checks, file creation, and activation of all related systems.
· Recognized for outstanding employee performance, consistently awarded for commitment to excellence through various company-wide award programs.
EDUCATION & PROFESSIONAL DEVELOPMENT
Data Processing Program, Philadelphia Community College, Philadelphia, PA
Selected in-house training and certifications:
· Compliance for licensing
· Compliance for customers
· Center for Literacy Certificate of completion for Workplace Essentials
· Certificates of completion for classes and online training
TECHNICAL SKILLS
· Knowledge of Excel, Word, and Outlook
· Familiar with Microsoft PowerPoint, Windows 2000, Access, Visio, Knovio, AdvidXchange, Nexonia, Ektron, Vovici and SAP

SEMINARS / CONFERENCES
· How to Deliver Exceptional Customer Service
· Dealing with Difficult People
· Communicate with Tact and Professionalism
· Managing Multiple Priorities, Projects, and Deadlines
· The Administrative Assistant Conference
· Mistake Free Grammar and Proof Reading
· How to Manage Conflicts and Confrontation
· Succeeding as an Administrative Professional
