Cheryl Jackson
527 W. Roosevelt Blvd    Philadelphia, PA 19120    215-324-7530
Jluvsus2@aol.com
A resourceful professional with over 15 years of experience in Executive Administration and the keen ability to proactively handle multiple projects while producing quality results in dead-line driven environments.  
SKILLS 
· Detail oriented leader with demonstrated ability to produce positive results 
· Excellent written and verbal communication and organizational skills
· Superb financial management skills with a passion for the financial well-being of others
[bookmark: _GoBack]
EXPERIENCE
Grace Temple Church, Inc. 	, Philadelphia, PA                                              December 2001 - Present
Executive Administrator – Financial Consultant

· Responsible for the management of business and executive office needs including coordinating business meetings, conferences, creating business calendars, and acting as first point of contact to pastors, membership, and community requests
· Trusted as the financial liaison to prepare and deliver bank deposits, supervision of currency, generation of payroll records including federal & state reports, and functions as the overall finance gatekeeper and advisor
· Utilizes stellar negotiation skills to arrange travel and special events for significantly large groups both in and out of state
· Leads the administrative department in clerical tasks such as creating office memos, organization of sensitive and confidential documents, filing, and telephone reception
· Maintains office equipment, including computers, printers and copiers to ensure the proper and efficient function of business offices

Dechert, Price & Rhoads, Philadelphia, PA                                                   April 1999 -December 2001
Personnel Assistant  

· Maintained HRIS database by precisely entering and updating employee information as directed.
· Responsible for various human resources and administrative duties such as creating and sending offer letters, facilitating new employee orientation, and referenced as main point of contact for all new hire concerns
· Assisted with the creation of yearly/quarterly employee evaluation spreadsheets
· Handled administrative tasks for lawyers and firm as assigned
Grace Temple Christian Academy, Philadelphia, PA                               September 1992 – June 1993	
Fund-Raising Coordinator, Receptionist

· Directed and administered fundraising activities through private and corporate contributions
· Communicated with parents, students, and businesses, giving clear concise information concerning all fundraising event details
· Negotiated frequently with distributors regarding goods and services to achieve successful events
· Assisted in daily operations and supported administration team with various projects
Conston, Inc.  Philadelphia, PA                                                                          April 1989 – April 1990
Assistant Manager

· Assisted in the supervision and training of new employees on company directives, regulations and procedures
· Accountable for financial tasks such as bank deposits and calculating daily sales
· Handled inventory and restocking of merchandise to maintain sufficient supply 
· Coordinated communications of staff meetings and assisted with daily store operations
Soul Scissors, Philadelphia, PA                                                                         January 1988 – January 1989
Assistant Manager/Hairstylist

· Trained and supervised salon employees to preserve salon standards and professionalism
· Created employee schedules and assisted in calendar maintenance to ensure proper salon coverage and service for both scheduled and walk-in clients 
· Adhered attentively to clients needs and offered professional advice concerning the health, management, and grooming of hair
· Responsible for the prompt opening and safe closing of facilities

EDUCATION
Temple University 
BBA, Human Resource Administration & Business Law                       
December 1998

Relevant Courses

Organizational Communication – Managing People at Work – Power, Influence, and Negotiation –  
Law of Business Associations – Law of Contractual Obligations – Law of Commercial Transactions

Phi Alpha Delta (Pre-Law) Fraternity 1998
Society for Human Resource Management 1998
