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Washington DC 20001

OBJECTIVE
To obtain a challenging and steady position that allows me to utilize and build upon my existing skills while learning new abilities. 

QUALIFICATIONS
Well organized, and extremely detailed with good communication (written and verbal),       


       interpersonal skills, inventory control and decision making

· Self-motivated, confident and results oriented with proven ability to learn quickly and work under competitive deadlines.

· Well acclimated to high volume sales/customer service calls and multi-line phone systems.

· General medical and pharmaceutical knowledge.

· Proficient with Microsoft Windows, Mac OS, Internet Explorer (Firefox, Safari, Chrome), Microsoft Office and Outlook, QuickBooks, Adobe Photoshop, Ten-Key, Typing 70 WPM.

· Familiar with all modern PC hardware and repair.

EXPERIENCE

Executive Assistant to the President/CEO - 4/2011 to Current




National Association of People with AIDS, Silver Spring, MD

Responsibilities: Managing the President’s and Board Members time and promoting the organization’s image internally, and externally acting as a liaison between the President/CEO and industry professionals through all means of communication. Managing  lunches, dinners, meetings and all scheduling in its entirety. Acting as a key contact for 20 member board and taking minutes of all meetings. Arranging corporate travel for entire organization. Developing and maintaining all electronic filing systems. Managing hiring processes of staff and HR filings. Greeting guests via telephone and in person. 

Document Specialist - 9/2010 to 3/2011




Page One Legal, Nashville, TN

Responsibilities:  Answering Phones, Order/Inventory control, Data Entry, Scanning/Copy services, Creating electronic legal databases, Electronic Discovery, PC Repair.

Reservations/Sales Agent - 5/2009 to 5/2010




Pleasant Holidays, Westlake Village, CA

Responsibilities:  Customer Service, Taking reservations in a call center environment, Sales, Data Entry, Working within laws rules and guidelines, adhering to goals and quotas daily. 

Salon And Spa Coordinator - 8/2008 to 5/2009




Pure Concept Salon and Spa, Cincinnati, OH


Responsibilities:  Reception, Customer Service, Scheduling Appointments, Inventory Control, Conflict Resolution, Retail Sales, Employee scheduling.

Pharmacy Technician II - 6/2007 to 8/2008




Medco Health Solutions, Fairfield, OH

Responsibilities:  Customer Service, Data Entry, Filling prescriptions electronically, 

Coordinating employee meetings, Billing insurance companies. 

International Special Member Services/Flight Attendant - 12/2005 to 1/2007




Delta Air Lines, Cincinnati, OH

Responsibilities:  High volume customer service calls, Sales, Conflict resolution, Flight scheduling with quick advancement to International and VIP Services and then Flight Attending, Worked to ensure top quality of customer service and experience for all guests under intense pressure. 

PC Repair Technician - 4/2004 to 9/2005




ASUS Technologies, Louisville, KY

Responsibilities: Repairing up to 100 computers daily, Resolving customer complaints, Training new associates, Technical troubleshooting. 

EDUCATION

University of Cincinnati – 2005 to2008



Business Administration

STRENGTHS
Quick study, able to multitask, adaptable to demanding and shifting

work environments, team player, tenacious and goal oriented.

