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CAREER OBJECTIVE

Poised for an Administrative Assistant position, aiming to start a new career in the administrative support field to further enhance my office management expertise. Proactive and commited professional, with more than 5 years of combined experience in administrative support, accounting, and management. Seeking to apply my detail-oriented talents and adaptable personality to fulfill your company’s needs. Superior analytical expertise with a flair for increasing organizational cohesiveness and profitability via effective recruitment, talent assessment, and employee engagement. 

RELEVANT SKILLS


· Recognized as a highly creative out of the box thinker, and as an expert problem solver.
· Microsoft Office Suite (Word, Excel, PowerPoint, Outlook, Project and Access).
· Well-developed multi-tasking and general management capabilities with time management skills.

PROFESSIONAL EXPERIENCE


Micro Communications, Ithaca, NY 	September 2011 - Present
Virtual Office Assistant
· Maintain and update more than 15 budget spreadsheets for various projects and reconcile errors.
· Assist principals in drafting and editing in memos, reports, and proposals. Perform routine clerical tasks such as mailing, copying, faxing, filing and scanning.
· Screen phone calls, take messages, and support with onboarding new employees.
· Increased office efficiency by introducing new management software, thereby reducing the costs by 50%.

Steadman & Steadman, Ithaca, NY	September 2007 – August 2011
Accountant
· Maintained up-to-date documentation of all company processes. Developed formal dashboards to communicate results of audit activities to senior management.
· Conducted and oversaw periodic financial audits. Coordinated and organized internal control projects with an annual budget of $40 million+.
· Managed multiple client accounts totaling over $75 million.

Micro Communications, Ithaca, NY	September 2004 – August 2007
Office Manager
· Processed, examined, and certified administrative receipts and disbursements.
· Tracked metrics and performance indicators. Assisted external auditors with document collection for audits.
· Identified several applicable tax credits resulting in tax savings totaling over $14,000 annually.

EDUCATION



Bachelor of Science in Accounting, Southern New Hampshire University, Manchester, NH May 2004


Dear Job Seeker, 
 
If you’re struggling to write your resume, don’t worry. You’re in good company – everyone has difficulties making a resume. 
 
Here are some links can help you make the best one possible:
 
·      Free Resume Builder
·      How to Write a Resume
·      Resume Samples by Industry
 
[bookmark: _GoBack]Oh, and by the way, you’re also going to need a cover letter.
 
·  	Cover Letter Builder
·  	How to Write a Cover Letter
·  	Cover Letter Examples by Industry




