--RESUME OF QUALIFICATIONS--

LISA BORINE

1006 FRIENDSHIP STREET






CELL:  (215) 518-0373

PHILADELPHIA, PA 19111






E-MAIL:  Borine@Verizon.net
EMPLOYMENT OBJECTIVE:
Seeking an Administrative Assistant position utilizing my administrative skills in a growth-oriented position within a fast paced environment.

WORK EXPERIENCE:
SENATE OF PENNSYLVANIA

Philadelphia, PA

March 2006 to Present:
Assistant Office Manager

Provide administrative support to the Senator, Office Manager, and staff. Responsible for maintaining internal and external office supplies. Maintain all office equipment (i.e., copier, fax, printers and postage meter). Provide Constituent Services in obtaining and completing state forms of all kinds, including ordering of Birth/Death Certificates, liaison for City and State Agencies, complete Property Tax/Rent Rebate forms for Senior’s and the Disabled. PennDot Agent for all offices including car registrations, special tags, handicap placards and license plates, titles and driver’s license applications. Prepare necessary paperwork for Check Requests, Citations for outstanding accomplishments and family milestones for Harrisburg as well as preparing internal Citations. Attend various civic and community meetings on a monthly basis preparing minutes and updates on the Senator’s behalf.  Conduct staff meetings when necessary. Answering and screening of all incoming calls as well as setting up conference calls. Facilitate, coordinate and seek donations from various Organizations and Corporations for three annual Community Day Picnics and three annual Senior Expo’s within the Senatorial District. These events are attended by over five hundred adults and children.  Follow up with Constituents to see if their requests have been handled and completed in a timely fashion. Proficient in Microsoft Office, Excel, Group Wise and Novell.  Currently licensed as a Notary Public.

CITY COUNCIL, CITY OF PHILADELPHIA


City Hall, Philadelphia, PA

September 2003 to March 2006:
Secretary/Scheduler


Provided administrative support to the Councilman, Chief of Staff and all office personnel. Scheduled meetings with outside sources and constituents. Updated three calendars on a daily basis (handwritten and two electronic calendars via Blackberry). Coordinated all fund-raising events. Type all correspondence for the office as well as answer and screen all incoming calls. Responsible for handling constituent requests from various Community Leaders on behalf of the Councilman. Attended various civic and community meetings on a monthly basis to assist in helping resolve complaints within the community.

CB RICHARD ELLIS (Merged with Insignia/ESG July 2003)

Horsham, PA

March 2001 to September 2003: 
Facilities Assistant

Provided administrative support to the Facility Manager and Building Engineers.  Responsibilities included coding and processing all bills for approval and payment to be mailed to appropriate accounting personnel. Responsible for preparing monthly variance reports as well as monthly lap top security violation reports. Maintained computer print-outs of monthly reports and separate accounts payable, reviewed both for errors in coding or necessary changes and reported them to Facility Manager. Maintained all office supplies, forms and equipment. Handled all requests made by accounting department, vendors and clients. Maintained record keeping for health insurance, payroll and other employee benefits. 
EDUCATION:
NORTHEAST HIGH SCHOOL – Phila., PA

Graduated:  June 1981
ORGANIZATION INVOLEMENT:
2ND Police District Advisory Council (2nd PDAC)


The Lawncrest Community Association


Oxford Circle Civic Association


Take Back Your Neighborhood
