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Detail oriented and meticulous. Excellent communication, customer service, and 
sales skills. Equally efficient as a team leader or independent producer. Enthusiastic 
willingness to take new responsibilities. Superior record of accomplishments.

EXPERIENCE

Contract Recruiter/ Independent Contractor
ABC Corporation - JUNE 2006 – PRESENT

 Participated in conference calls to keep management up to date of 
acquisitions of sites.

 Directed all business operations including marketing, scheduling, 
budget, expense management, and travel management.

 Received inventory from pharmacy using scanning device, retrieve 
signatures for delivered items.

 Determined the project schedule, which included the sequence of all 
construction activities.

 Conducted routine quality audits to ensure that work was progressing 
per the specifications and initiated corrective actions.

 Guided and directed third-party inspectors through project 
construction, commissioning and closeout.

 Assisted real estate investors in understanding terms and conditions 
of fixed, conventional, adjustable rate and interest only mortgages.

Administrative Assistant 
ABC Corporation - OCTOBER 1998 – APRIL 2004

 Administrative expertise - responsible for administrative matters 
including managing calendars, planning meetings, travel 
arrangements, composing documents and screening calls.

 Extensive appointment setting - responsible for assisting clients, 
coordinated appointments and provided appropriate guidance.

 Travel logistic planner - ability to coordinate a busy travel calendar for
three vice presidents and ensuring all events are successfully 
executed.

 Customer relationship support - generated reports that assisted upper
level management and were distributed to 13 state staff.

 Innovative leader - worked with upper management and led a 13 
state staff.

 Accountable for reviewing and sending invoices - successfully 
calculated hours and responsible for payment of independent 
contractors.

 Effective customer service culture - provided consistent and 
customer-centric client care.
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EDUCATION

 Regents Diploma in All - 2010(Liverpool High School - Liverpool, NY)

SKILLS

Microsoft Office Suite, Storage Systems, Inventory Management, Leadership, 
Logistics, Customer Service, Sales, Data Entry, Mechanical Aptitude, Banking
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