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KNOWLEDGE, SKILLS, AND ABILITIES

1. Understanding and experience in administrative staff functions, contracting, security, logistics, and ADP.

Administrative Staff Functions: As the administrative assistant for a busy catering company, I currently supervise and manage all administrative staff functions. I personally handle phones, typing, e-mail, correspondence, computer duties, and filing. I set up our conference room and assist at events. I am consistently successful in working closely with others to accomplish administrative tasks. This is particularly true in my work as the Center Manager for Weight Busters. In this capacity, I greatly improved the sales performance of four regular employees using a steady program of sales incentives and positive reinforcement. In only a few months, I increased sales by 41% and, by listening to the members of my staff and incorporating their ideas, brought our facility up from lackluster performance to #1 status.

Contracting: I come to contract work with a dual point of view, having worked both as contractor and as contractor manager. First, while working as the Assistant to Site Coordinator for ABC during college, I gained a great deal of useful experience as a contractor for East Coast Energy. Working in Human Resources, I ensured that each employee hired either met or exceeded contract specifications. I handled these responsibilities for as many as 200 employees and the stakes were high. Even a small mistake or oversight on my part could mean that a qualified individual could not work on the contract. Later, as a Customer Consultant and employee of East Coast Energy, I saw the other side of contracting as I enlisted and managed the services of contractors. In that role, I expended a great deal of energy specifying and measuring contractor performance.

Security: While serving as the Assistant to Site Coordinator for ABC, under contract with East Coast Energy, I conducted thorough background security checks on each of the approximately 200 employees I hired. To expedite the process, I did my own fingerprinting on my future employees. 

Logistics: I’d like to share two examples of my ability to manage difficult logistical challenges. First, as the Center Manager for Weight Busters, I had to ensure that our facility was in compliance with OSHA standards, fire code, and company policies, as our facility had previously failed a fire marshal inspection. I managed a massive reorganization that involved moving desks, equipment, partitions, rewiring and installing new electrical cords and floor mats, a complex logistical operation because we had to keep the facility open for our clients and staff during the renovation. The reorganized space brought us to compliance. Secondly, when I joined Jackson Catering, I found that there were no systems in place for ordering linens or handling incoming flowers. I instituted new systems for both so that linens and flowers are handled in an orderly and efficient manner.

ADP: While at ABC, I used automated data processing to process employee payroll. 
2. Excellent communication skills.

I have many years on-the-job experience working successfully with employees, staff and customers. I am professional, articulate, a good listener, and am able to establish mutual trust with others. In addition, I have completed academic training in verbal communications skills.

I have served as the point-of-contact for clients, contractors, and others in many of my former positions as well as in my current work with Jackson Catering. In a fast-paced catering business, I must answer questions, anticipate problems, or resolve conflicts on a daily basis. I frequently work with individuals or groups that have time constraints and pressure, so I must help them coordinate their efforts with others and ensure that all of the required work is done on time and accurately. This often requires great diplomacy and tact, absolute care and accuracy in what I say and do.

One of my greatest strengths in communicating with others is my ability to anticipate their needs and concerns. In our catering operation, I meet with clients one-on-one and must quickly assess not only what each client needs or wants from a catering point of view, but also, his/her personal needs. For many clients, planning a wedding, Bar/Bat Mitzvah, or other special occasion is unnerving and costly. It helps clients remain calm and in control when I anticipate their questions and have quick and accurate answers already prepared for them. 

As well, I exercise my communication skills when working with people inside my organization. For example, I work closely with our Director of Catering. To help communicate more efficiently, I have arranged it so we both use the same Palm Pilots. I have learned the manner in which both the Director of Catering and our owner work, and especially, the kinds of questions or concerns they are likely to raise. I anticipate many of their needs, questions, and concerns often before they present them to me, thus saving time and reducing errors. 

I have good working relationship with our staff and communicate with them daily about the specifics for each catering event. I work with contractors to arrange for linens, flowers, and other items. I manage the details of each event well in advance, leaving a cushion of time in case of any unforeseen problems. For these reasons, people have learned to trust me and look to me as a reliable source of information. I have had numerous repeat clients as well as others who ask for me by name. I have a reputation for being fair, concise, and clear with whom I communicate.

3. Demonstrated skill in writing clear and concise reports.

I have enjoyed many opportunities to write professionally throughout my career and have taken extensive training to increase my writing skills. These experiences have helped me to become a concise and meticulous report writer. I use proper grammar, punctuation, and spelling, and am a tireless proofreader and editor. 

I have written a great deal of detail-oriented correspondence throughout my career. Often, in my work with Jackson Catering, for example, I must write letters to clients to review the details of an upcoming event or to potential clients to review our proposal. I maintain a professional tone and language in these works, remembering that they represent us to the public. 

While serving as Center Manager for Weight Busters, I prepared extensive reports on a regular basis. For example, I wrote and submitted highly detailed reports regarding employee conduct or performance that served as vital documentation of personnel problems. I also wrote reports for audits of our performance every six weeks documenting our sales figures (by product), weight loss statistics, number of client visits, blood pressures, and other measurable results. These reports kept us in regular communication with the higher levels of our organization.

As an Account Executive for Future Concepts Media I wrote extensive client proposals that included a great deal of information. My proposals were accurate and trustworthy, and made a strong case for us. Often, my written proposal was a key factor in a client deciding whether or not to use our services, and I had an excellent track record. 

While serving as the Assistant to the Site Coordinator for ABC, I often helped the Site Coordinator prepare concise and clear letters, reports, and other documents that were sent to our headquarters. My supervisor valued my writing skills, and I often dictated letters on her behalf or wrote other documents for her. 

I have taken extensive training to increase my writing skills. While at Millersville University, my entire course of study depended upon my writing substantial research-based papers. Further, as an English minor, I had even greater opportunities to study writing and improve my written work. I particularly enjoyed an intensive writing course on business writing that I took in my senior year. I completed extensive training for my work as a Customer Consultant for East Coast Energy that proved useful as I later went on to write letters to document every case of a customer dispute.  

