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Summary



Administrative Assistant and Receptionist specialized in administrative support to a professional office. Committed to delivering high quality results with little supervision. Dedicated, focused, excels at prioritizing, completing multiple tasks simultaneously and following through to achieve company goals. Seeking a role of increased responsibility, knowledge and authority.



Highlights

	· [bookmark: 296060981SKC11]Microsoft Office
· Excel spreadsheets
· Meticulous attention to detail
· Professional and mature
· [bookmark: 296060981SKC21]People person
	· Dedicated team player
· Plans for office and or staff meeting, etc
· Administrative support
· Billing and coding





Experience

[bookmark: 296060982JTIT1][bookmark: 296060982JSTD1][bookmark: 296060982EDDT1]Sales Manager Assistant
January 2012 to September 2013
[bookmark: 296060982COMP1][bookmark: 296060982JCIT1][bookmark: 296060982JSTA1][bookmark: 296060982JDES1]New Generation Homes － Colorado Springs, CO
Responsible for opening and closing office and models. Answering phones. Greeting and working with customers to give them knowledge and history on New Generation Homes and there homes. Typed up and went over sale contracts with buyers. Maintained professional relationships with staff, customers and realtor's.

[bookmark: 296060982JTIT2][bookmark: 296060982JSTD2][bookmark: 296060982EDDT2]Domestic Engineer
September 2008 to January 2012
[bookmark: 296060982COMP2][bookmark: 296060982JCIT2][bookmark: 296060982JSTA2][bookmark: 296060982JDES2]Whetzel Household － Fort Stewart, GA
Military spouse responsible for running a smooth household. Maintained the budget, schedule of household and extra curriculum activities. Worked on being a better mother and wife.

[bookmark: 296060982JTIT3][bookmark: 296060982JSTD3][bookmark: 296060982EDDT3]Accounts Payable and Administrative Assistant
May 2005 to September 2008
[bookmark: 296060982COMP3][bookmark: 296060982JCIT3][bookmark: 296060982JSTA3][bookmark: 296060982JDES3]Koeller Nebeker Carlson & Haluck － Phoenix, AZ
Data entry for accounts payable, time for attorneys and legal staff using WSI. Worked hand in hand with other accounts payable within the company from different locations. Assist managed the receptionist area, including greeting visitors and responding to telephone and in-person requests for information. Planned meetings and prepared conference rooms.Dispersed incoming mail to correct recipients throughout the office. Organized files, made copies, sent faxes and handled incoming and outgoing correspondence.



Education

[bookmark: 296060983DGRE1][bookmark: 296060983STUY1][bookmark: 296060983GRYR1]High School Diploma : General Studies, 2000
[bookmark: 296060983SCHO1][bookmark: 296060983SCIT1][bookmark: 296060983SSTA1][bookmark: 296060983SCNT1][bookmark: 296060983FRFM1]Westview High School － Avondale, AZ, United States
Honor Roll. Top 10% of class. Office aid senior year.


