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ADMINISTRATIVE PROFESSIONAL


Summary:	An accomplished, results-driven professional administrative manager who is highly energetic, flexible, self-starter and has dynamic customer service skills. Areas of expertise are finance, clerical, business planning and portfolio management.

Highlights:		Received numerous awards for highest performer
	Strong work ethic with perfect attendance
	Consistently meet and exceed corporate goals
· Effective time management and organizational expertise
	Professional experience with multiple software operation systems including: Vision and Cubs, Latitude, Microsoft Office and ACT system
	Listens attentively and solves customer problems with diplomacy and tact
	Positive and effective communication and interpersonal skills

Experience:	Strategic Franchising Systems	Cincinnati, OH
	Administrative Account Manager	01/2015 to 12/2016
	Manage various franchise accounts
	Set up single orders as well as recurring, monthly bills
	Assist clients to ensure their accounts were in good standing
	Plan shipments
	Inventory management
	Execute monthly reports using the ACT system

	Account Control Technology	Mason, OH
	Department of Education Portfolio Representative	10/2011 to 01/2015
	Assisted clients in getting loans into an affordable monthly payment
	Managed monthly billing and accounts
	Contacted Consumer's pertaining their loans with the Department of Education
	Researched consumers on Lattitude, TLO, Vision and Lexus Nexus

	Tufts Schildmeyer Funeral Home	Loveland, OH
	Director Assistant/Administrative Assistant	06/2001 to 08/2011
	Managed accounts receivables/payables using QuickBooks
	Updated company website
	Effectively managed scheduling and event coordinating
	Trained, developed and motivated employees

Education and Certificates:
  
	UC Raymond Walters College	Blue Ash, OH
	Course work completed	
	FDCPA Certified	

Community Involvement:
  
	Deliver care baskets and singing at Hospice of Cincinnati and other nursing homes
	Active in assisting needy families in the community
· Involved in various Church activities including the choir
	Provided refreshments to ER patients and families at Bethesda North Hospital
