PAMELA FRESHWATER
Page 2

Pamela Freshwater
Willingboro, New Jersey 08046

732-648-1067
pfreshwater@hotmail.com
Accomplished candidate with experience providing administrative support to directors, associate directors, and senior executives.  Possesses strong customer service, interpersonal and written/verbal communication skills.  
Professional Experience
**Gaps in employment were due to finding employment when my temporary assignment ended
TWIN OAKS (STEPPING STONES) – Non Profit
March 2018 – June 2018
Administrative Assistant (Temporary-Part time afternoon) 

· Processed purchase orders
· Reconciled petty cash
· Screen resumes, scheduled interviews
· Scheduled and recorded all medical and dental appointments for the group home students
·  Additional admin duties such as placing calls, creating excel spread sheet for recording medication administered,
filing and scanning
RESOURCES FOR INDEPENDENT LIVING-Non Profit
June 2017 - Present
Independent Living Specialist (Part time mornings) 
· Assisting Disabled consumers with obtaining affordable and/or accessible housing
· Assist consumers with job opportunities
· Conduct interviews, review consumer files, and create plans.
· Enter consumer goals, services and activities in the agency database
· Create and manage monthly organization mass mailings
· Assist with weekly workshop events to provide additional resources for consumers
· Place office supply and snack orders, check invoices when orders arrive and store them
· Also provided back up for receptionist.

BEACON HILL STAFFING/Coface, East Windsor
July 2016 – Sept. 2016
Legal Assistant - Temporary
· Acted as liaison between Chief Compliance Officer, staff and all external communications
· Prepared correspondence, memoranda and other legal documents from written and oral drafts
· Organized and maintained work processes including prioritizing work and multi-tasking

· Sorted and distributed incoming mail and packages 

· Maintained calendars, scheduled appointments, arranged travel, and coordinated meeting 
arrangements in accordance with established procedures
· Handled sensitive and/or confidential materials 
INTEGRATED RESOURCES, Plainsboro, NJ
Nov 2015 - May 2016
Grants Compliance Coordinator – Temporary
· Provided legal assistance to the Medical Device Grants Department CCO
· Processed monthly travel and expense reporting

· Reviewed proposed grants submission to ascertain all required documents were received
· Maintained and managed calendars to schedule monthly grants meetings
· Scheduled and planned meetings for Grant Committee Members
· Completed the meeting follow-up items
· Communication with vendors regarding payment

RANDSTAD/PHH CORPORATION, Mt. Laurel, NJ
June 2013– May 2015
Corrective Action Compliance Specialist - Temporary
· Analyzed closed loan files to ensure compliance with state and federal regulations
· Performed research to investigate compliance issues
OXFORD LEGAL ASSOCIATES/GMAC, Ft. Washington, PA
June 2012-March 2013
Quality Assurance/Paralegal – Temporary
· Conducted complete reviews of foreclosure files, ensuring all default and/or court time frames were met
· Communication with investors, insurers, and agencies to request missing documentation
· Systematically reviewed all proceedings, records, and time frames, throughout the foreclosure process.
AEROTEK/BANK OF AMERICA, Newark, NJ
Nov. 2011 - Sept. 2012
Document Quality Control - Temporary
· Reviewed foreclosure files for required documents 
· Guaranteed foreclosures were processed in accordance with applicable state and federal laws
· Completed Claim Review according to clearly defined requirements made recommendations on claims
I researched, and noticed homeowner was in compliance prior to foreclosure 
AEROTEK/CENLAR, Ewing, NJ
May 2009 – Nov. 2011
Support Service Specialist - Temporary
· Reviewed loan documents and prepared mortgage satisfaction paperwork for submission to the county for recording
· Completed mortgage documentation review to validate proper documents and recording information has been provided in order to prepare lien release document
· Communicated with County Recorders’ offices to resolve questionable recording data
H&R BLOCK, Lumberton, NJ
Nov.  2007 - May 2009
Team Leader-Call Center
· Supervised, trained, and assigned project related tasks to staff to enroll students for tax school 

· Placed outbound calls to register and record tax school payments

· Prepared work schedules, which ensure adequate phone coverage throughout the week 
AEROTEK/BRISTOL-MYERS SQUIBB, Plainsboro, NJ
Aug. 2005 - Aug. 2007
Senior Administrative Assistant – Medical Grants - Temporary
· Administrative Assistance support of the Associate Director and team members, which enabled the director to focus on her Medical Grants projects
· Scheduled and planned meetings for the Independent Medical Education Grant therapeutic area 
· Served as point of contact for the toll-free line, correspondence, and email for the Medical Grants Department 
· Developed and maintained in-depth knowledge of the online grants management system (MicroEdge)
NOVARTIS PHARMACEUTICALS, East Hanover, NJ
Oct. 1995 – April 2004
Human Resources Administrative Assistant (relocated)
· Supported the Associate Directors of Field Sales Recruiter and Tech Ops in the recruitment and hiring process 
· Manage a number of administrative duties
· Point of contact for sales recruiters, hiring managers, and district managers
· Oversaw details of the hiring process, such as: scheduled interview appointments, prepared interview and new hire welcome packets, tracked applicants in online system, and coordinating any pre-employment drug testing
· Created sales Standard Operating Systems (SOP)
· Updated and tracked employee information using PeopleSoft  
 Credentials
Linden, NJ High School Diploma
National Certified Notary Signing Agent
Paralegal Certificate
National Notary Signing Agent

Working as an Independent Certified Signing Agent enhance my ability to review mortgage loan documents for compliance and ensure the loan documents are executed by the borrower, notarized, and returned for processing on time, Also complete I-9 documents. Completing this critical part of the loan process enables the loan to fund.

 Computer skills

Microsoft Office Suites, Concur, Ariba, Visio, PeopleSoft, and SharePoint
