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SUMMARY

IT Administrative assistant with the writer, graphic designer, and social media skills who is 
effective at communicating, engaging, and interacting with people of all ages.  Administrative 
experience, accuracy, time management, the ability to follow instructions, and strong 
communication abilities. 

SKILLS

Microsoft Outlook, Analytical, Attention To Detail, Complex Problem Solving.

WORK EXPERIENCE

IT Administrative Assistant
ABC Corporation  October 2010 – March 2011 
 Implemented a 30-year mortgage program after conducting a product analysis and obtaining 

Board approval.
 Oversaw the implementation of a mortgage LOS system, established appropriate policies and 

procedures, and executed correspondent investor relationships to sell conforming mortgages 
on the secondary market.

 Obtained Board approval, negotiated the core system contract which upgraded the core 
platform to a fully integrated, real-time system saving the bank $611K total in core system 
expenses.

 Turned around the BSA and Operations Administration Department and solely revitalized the 
program by rewriting policies, creating other policies from scratch, and optimizing their BSA 
automated program.

 Assisted the CFO in opening the first branch by establishing a branch account with the core 
vendor, creating GL accounts, overseeing construction of the branch, and the installation of 
data and alarm systems.

 Realized the bank was overpaying for IT management services and negotiated a new deal 
with a different IT management company that resulted in saving more than $54K per year in 
IT-related costs.

 Convinced the Board of Directors to virtualize the IT infrastructure before the concept of cloud
computing was popular.

IT Administrative Assistant
Delta Corporation  2005 – 2010 
 Collaborated with a team to resolve student and faculty technological issues Set up 

computers and loaded software for the schools new computer lab.
 Activities answer the help desk phone and help solve basic pc issues, image computers, 

create new user accounts, create how tos, and others.
 Maintain website - create, add, and remove web pages.
 Troubleshoot PC problems.
 Run daily computer backups and restores.
 Complete new PC installations Create and maintain multiple databases.
 Various positions held such as Traffic Specialist, Customer Service Representative, 

Receptionist and Advertising Assistant.

EDUCATION
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Bachelor of Arts in Business Administration - (Pacific Union College - Angwin, CA)
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