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Professional Summary

Administrative assistant who goes beyond basic administrative tasks and takes on multiple projects at once. Excellent work ethic and strength in boosting company morale.

Work History

Malachite Group, LTD						Mineola, NY
Administrative Assistant/ Accounts Payable			07/2014 to Present

· Outstanding organizational and time management skills.
· Ability to multitask and prioritize daily workload.
· Compose and draft all outgoing correspondence and reports for managers.
· Order and distribute office supplies, while adhering to a fixed office budget.
· Open and properly distribute incoming mail.
· Answer and manage incoming mail.
· Make checks to vendors, employees.
· Call vendors if amount not in order on bill.
· Monitor accounts to ensure payments are up to date
· Research and resolve invoice discrepancies and issues
· Maintain vendor files
· Correspond with vendors and respond to inquiries
· Produce monthly reports
· Assist with month end closing
· Provide supporting documentation for audits


Green Tree Hotel							Fort Lee, NJ
Front Desk Agent							12/2009-06/2014

· Greeted and welcomed all hotel guests with enthusiasm and positive demeanor.
· Reviewed account information and changes with guests during checkout.
· Make reservations.
· Operated hotel switchboard, accepted calls, provided information, and transferred calls.
· Referred guests to appropriate departments to resolve complaints or provided suggestions.
· Gather summarize, and provided information to guests.
· Register & process guests and their assigned rooms.
· Accommodate guest requests.
· Communicating with hotel staff on the status of guest rooms.
· Up Selling guest rooms and promoting hotel services.
· Handling cash payments.
· Maintain a clean and neat front desk area.


Mapey Tile and Marble, LLC					Yonkers, NY
Manager								04/2003-12/2009

· Provided prompt and courteous guest service, answered questions, investigated and resolved customer problems and complaints.
· Directed coworkers to various job sites.
· Completed daily, weekly, and monthly paperwork.
· Organized all new hires, security and temporary paperwork.
· Streamlined sales, inventory and payroll reporting resulting in improved productivity.



Education

Hostos Community College						Bronx, NY
Sociology	2014- Present


Drake Business School	Bronx, NY
Computer Science Certificate	2000-2002


ICS Pacific High School	Scranton, PA
High School Diploma	Graduated 1994



