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926-555-5655 (H) • 926-555-9328 (cell/voice mail)

daisybrito@mymail.com
SUMMARY

Dedicated administrative professional offers versatile skills and experience supporting key executives. Extensive experience in office and facilities management, meeting planning, and computer applications. Good organizer who can lead, train, and motivate others. Energetic team player with strong interpersonal and communication skills. Excellent analytical ability in dealing with complex problems and issues. Self-starter and quick learner with a willingness to take on extra responsibilities and new challenges.

EXPERIENCE

TEMPORARY ASSIGNMENTS, Pittsburgh, PA 
          April 2002 to Present

Various temporary assignments through employment agencies in Pittsburgh. Experience with financialinstitutions, consulting firms, a publishing house, and a large hotel corporation (Marriott Corporation).(I have also helped a friend close his business.) Most positions held were as an administrative assistant.

PULLMAN EAR AND NOSE, Pittsburgh, PA 
          April 1999 to February 2002

Executive Assistant to Dr. Graydon Pullman

• Functioned as liaison between Pullman and Orlando Hospital.

• Scheduled and maintained calendar, appointments, files, and travel.

• Coordinated luncheon meetings.

• Contacted attorneys, doctors, and patients.

• Renewed state and federal licenses.

• Coordinated building issues, such as furniture, office machines, moves.

• Ordered office supplies.

• Composed correspondence and completed monthly reports.

COMPUTER CONSULTANTS, LTD., Pittsburgh, PA       August 1997 to May 1999 
Office Manager

• Assisted accountant and various levels of support staff.

• Served as liaison between corporate and branch offices.

• Supervised clerical staff.

• Typed contracts, agreements, and proposals

• Maintained files for legal counsel.

• Dealt with vendors.

• Evaluated monthly performance reviews.

• Coordinated and updated companywide telephone book every two weeks.

• Ordered and proofread business cards for over 400 employees.
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EDUCATION AND TRAINING

Office Management and Organizational Courses, Louden University

Training Seminars: Time Management, Communication Skills, Motivating Employees

Accounts Receivable and Reconciliation, Pittsburgh Technical Institute. Computer skills: Windows, Word, Excel, PowerPoint, WordPerfect, Lotus Notes and 1-2-3
Harvard Graphics, AIM, Calendar Creator Plus, Pegasus and Outlook E-mail,

Internet (Orbitz & Expedia)

ACHIEVEMENTS

Employee of the Month at Pullman Ear and Nose, March 2002

Team Captain, National Volleyball Champions, 2001

References available upon request.

