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Qualifications Summary

Admiistratse Supportprofesional experienoed working i Tt paced environments demanding st
organizasional, technicd, and mterpessana sils. Trastworth, ethical and dscreets commitned 1o supeior

ustor semice. Confident and poed m iterctions with individuale st all levels. Detsl-orcnted and
esourceful in completing projecs, able o mulifask effctively. Capabiliis nclude

* Customer Sevice & Relatons » Accounts Payable/Receivable »  Tekphone Reception

-+ Word Processing & Typing + Fiing & Dam Archiving  + Genera Accounting
+ Computer Operaons + Office Equipment Operation = Problem Solvin,

‘Experionce Highiights

Adinistrative Support

+ Pecfoomed sdministotve and scretail support uncrions foethe Viee Pecsident o g
eportswcar manufscturr, Coordinte and sansged muliple porics n projeets

+ Provided discret secrenal and rcepion services fo 3 busy iy counselng cener, Scheduled
appointments and maained aceurae,up-to-de confidenial lent fles.

+ Adisted with genee) sccounting funcions: maitained journls and handled A/ and A/R
Provided tckphone support, imvestgated and resolved billig problems for n 18-t
manfacurer's buying group. Trtined and superised past-ome staffand inerns

Customer Service & Recepion

+ Regtercd incoming patents in & hospial emergeney soom. Demonstrte abiliy o mainain
composure and work eficiny n 1 st paced cnvironment while preserving srice confideiality.

+ Conducted patent inervicws 1 eicit necessary nformation for egstaton, sccurste
prioizaton, and 1o assist mecheal profesionals i the tige proccss

+ Onchesteted hote specal events and reseevasions, managed customee eations and provided
escanplay servie to 3l customers

Mansgement & Spervision

+ Promoted rapidiyfrom front desk ek 1 assstant Front office managee a an upseae horel
Onersaw al opertionsinchucing sestiurant, bouseheeping, nd manienanee. Troubleshot and
resolved problens, mediated staF disputes, and handled customee complains

+ Participated in stff ecrument, hirig, aining, and scheduling, Supecvised a front sk s

Employment History
ACCOUNTING ASSISTANT, G, T, G, 1.
PATIENT SERVICES REGISTRAR, Grogan eath System Hospita, Grogan, M\
ASSISTANT FRONT OFFICE MANAGER, Shcraton Ixeer ixrer, CA
RECEPTIONIST / SECRETARY, Fanily Counsclng & Guidance Center, Gritfih, CA
ADMINISTRATIVE ASSISTANT, Grecnland Sportsear, Geant, €A

Education & Training Community involvement

Grogan College, Fxcter, CA (1988 - 1959) Commited 1o communiy sevice, Fensise
Concentation in Busincss Admiistration volanteer bistory ncludes. nvolvemet in public
schools, Habitat for Humaniy, childen's homee,
and commariny soup kirhens, work with the
elderl, and quiltsfor children s caneer,

Technical Collge, Gone, 1L (1999 - Preseni)
Hage Collg, Grogan, A (1996)
Intoduction to Computers and MS Office 2000





