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Professional Summary



Talented administrative professional with background in real estatete and finance. Extensive knowledge of Microsoft Excel and administrative software. Quality-focused Administrative clerk committed to approaching administrative tasks with tenacity and attention to detail.



Skills

	· [bookmark: 867733213SKC11]Excellent communication skills
· Database management
· Articulate and well-spoken
· Customer service-oriented
· Flexible
· Works well under pressure
· Advanced clerical knowledge
· [bookmark: 867733213SKC21]Filing and data archiving
	· Excellent communication skills
· Articulate and well-spoken
· Professional phone etiquette
· Administrative support specialist





Work History

[bookmark: 867733212JTIT1][bookmark: 867733212JSTD1][bookmark: 867733212EDDT1][bookmark: 867733212COMP1][bookmark: 867733212JCIT1][bookmark: 867733212JSTA1][bookmark: 867733212JDES1]OFFICE ADMINISTRATIVE CLERK, 11/2016 to Current
Bergen County Of Social Services – 17 Rochelle Park , NJ, 07662
· Opened and properly distributed incoming mail.
· Helped distribute employee notices and mail around the office.
· Greeted numerous visitors, including VIPs, vendors and interview candidates.
· Compiled company information and related material and distributed it to candidates.


[bookmark: 867733212JTIT2][bookmark: 867733212JSTD2][bookmark: 867733212EDDT2][bookmark: 867733212COMP2][bookmark: 867733212JCIT2][bookmark: 867733212JSTA2][bookmark: 867733212JDES2]Real Estate Business manager , 07/2009 to 06/2016
Tajbat intertional ventures – Marietta, Ga
· Planned and coordinated logistics and materials for board meetings, committee meetings and staff events.
· Created detailed expense reports and requests for capital expenditures.
· Coordinated domestic and international travel arrangements, including booking airfare, hotel and transportation.
· Coordinated, scheduled and arranged meeting and travel calendars, including business and social events.


[bookmark: 867733212JTIT3][bookmark: 867733212JSTD3][bookmark: 867733212EDDT3][bookmark: 867733212COMP3][bookmark: 867733212JCIT3][bookmark: 867733212JSTA3][bookmark: 867733212JDES3]REAL ESTATE CONSULTANT , 08/2003 to 05/2009
ALL TRUST REAL ESTATE COMPANY – 24750NORTHWINDS PWY, #200 Apheretta GA 30009.
· Obtained signatures for financial documents and internal and external invoices.
· Coordinated, scheduled and arranged meeting and travel calendars, including business and social events.
· Processed client rebate reconciliation, reporting and check requests.
· Created detailed expense reports and requests for capital expenditures.


[bookmark: 867733212JTIT4][bookmark: 867733212JSTD4][bookmark: 867733212EDDT4][bookmark: 867733212COMP4][bookmark: 867733212JCIT4][bookmark: 867733212JSTA4][bookmark: 867733212JDES4]REAL ESTATE CONSULTANT SALES AND LISTINGS, 06/1998 to 07/2003
REMAX REAL ESTATE COMPANY – MARIETTA, GA
· Assisted with event planning, including associated travel and logistical arrangements.
· Obtained signatures for financial documents and internal and external invoices.




Education

[bookmark: 867733211DGRE1][bookmark: 867733211STUY1][bookmark: 867733211GRYR1][bookmark: 867733211SCHO1][bookmark: 867733211SCIT1][bookmark: 867733211SSTA1][bookmark: 867733211FRFM1]BBA: LEADERSHIP CHRISTIAN STUDY, 2013
MFM SCHOOLS - PRAYER CITY, LAGOS NIGERIA

[bookmark: 867733211DGRE2][bookmark: 867733211STUY2][bookmark: 867733211GRYR2][bookmark: 867733211SCHO2][bookmark: 867733211SCIT2][bookmark: 867733211SSTA2][bookmark: 867733211FRFM2]Associate of Arts: REAL ESTATE SALES AND FINANCE, 1998
GEORGIA INSTITUTE OF REAL ESTATE - ATLANTA, GEORGIA

[bookmark: 867733211DGRE3][bookmark: 867733211STUY3][bookmark: 867733211GRYR3][bookmark: 867733211SCHO3][bookmark: 867733211SCIT3][bookmark: 867733211SSTA3]Bachelor of Science: CHEMISTRY DEGREE MINOR IN MATHEMATIC, 1984
CENTRAL STATE UNIVERSITY - WILBERFORCE, OHIO


