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EXECUTIVE PROFILE



Highly motivated Manager/Administrative Assistant offering outstanding presentation, communication and cross-cultural team management/office skills. A meticulous, passionate, and responsible individual, whom prides herself in the quality of her workmanship. A results-oriented leader with an entrepreneurial attitude. Desires a high-level position in a professional corporate environment.



SKILL HIGHLIGHTS

	· [bookmark: 301365077SKC11]Small business development
· Leadership/communication skills
· Client account management
· [bookmark: 301365077SKC21]Team Leadership/Player
	· Microsoft Office - Word, Excel, PowerPoint, Outlook
· Sabre & Amadeus Reservation System
· Sales
· Customer Service





PROFESSIONAL EXPERIENCE

[bookmark: 301365078COMP1][bookmark: 301365078JCIT1][bookmark: 301365078JSTA1]GELT ENTERPRISESMiami, FL
[bookmark: 301365078JTIT1][bookmark: 301365078JSTD1][bookmark: 301365078EDDT1][bookmark: 301365078JDES1]Executive Assistant / Sales03/2008
Executive assistant duties include: filing, faxing, creating MS Office Word documents and Excel Spreadsheets, and handling of proper filing for all company licenses. Evaluate employees performances and investigate possible theft within the company. Accounts payable/receivable. Daily bookkeeping. Inventory control. Inspire clients to purchase items within company inventory. Increased sales up to 40 percent. Oversee sales and pawn broker transactions.

[bookmark: 301365078COMP2][bookmark: 301365078JCIT2][bookmark: 301365078JSTA2]ABC DOORS, CORP.Indian Trail, NC
[bookmark: 301365078JTIT2][bookmark: 301365078JSTD2][bookmark: 301365078EDDT2][bookmark: 301365078JDES2]Office / Operations Manager02/2006 to 03/2008
Supervised productivity of office and warehouse staff as well as delegated agent dispatching and service technician work order scheduling. Created MS Office Word documents, Excel spreadsheet, and sales reports. Worked as a liaison between the company and it's suppliers. Filed and faxed documents. Responsibilities included: maintaining petty cash account, managing accounts payable/receivables, inventory control, hiring and scheduling new employees, payroll, artwork for various marketing and/or advertising campaigns. Worked as a liaison between the company and it's bookkeeper.

[bookmark: 301365078COMP3][bookmark: 301365078JCIT3][bookmark: 301365078JSTA3]WESTCHESTER JEWELRYMiami, FL
[bookmark: 301365078JTIT3][bookmark: 301365078JSTD3][bookmark: 301365078EDDT3][bookmark: 301365078JDES3]Executive Assistant / Customer Service09/2000 to 02/2006
Executive assistant duties included faxing, filing, creating MS Office Word documents and Excel Spreadsheets, scheduling appointments for the executive staff, and scheduling employee's work schedules. Handled accounts payable/receivable. Maintained record control of daily sales and inventory. Supervised and assisted in sales. New employee hiring and payroll. Serviced customers/clients as needed.

[bookmark: 301365078COMP4][bookmark: 301365078JCIT4][bookmark: 301365078JSTA4]INTERVAL INTERNATIONALMiami, FL
[bookmark: 301365078JTIT4][bookmark: 301365078JSTD4][bookmark: 301365078EDDT4][bookmark: 301365078JDES4]Administrative / Customer Relations09/1998 to 06/2000
Worked on Amadeus & Sabre reservation system. In charge of problem solving and customer complaints. Created reservations, documents, and reports. Made corrections on client's itineraries. Assisted floor agents with sales and reservations when management was needed. Reviewed and authorized system overrides on a case by case situation.



EDUCATION

[bookmark: 301365079DGRE1][bookmark: 301365079STUY1]ASSOCIATE OF ARTS: BUSINESS ADMINISTRATION / FINANCE
[bookmark: 301365079SCHO1][bookmark: 301365079SCIT1][bookmark: 301365079SSTA1][bookmark: 301365079SCNT1]Miami-Dade Community College, Miami, FL, Miami-Dade


