Diane Smith
42 Monterey Court

Elk Grove Village, IL 60007-1120

Home Phone:
847-444-4444

Work Phone:
847-555-5555

Mobile Phone:
847-333-3333

Email: diane.smith@resumefit.com
QUALIFICATION SUMMARY: 

Highly organized administrative assistant with a great deal of accounting experience and a natural capacity to prioritize and multi-task. Consistently able to meet deadlines and provide accurate and detailed administrative support to an executive or a group of managers. 100% ethical in all matters without compromise.

http://www.resumefit.com/RF/scripts/VaultView.asp?VID=4171236D1C291E5C2B174D760C5A134933633C187D2C08443C612E7418426E0243535537283E583E761E177A20563C3013651A685A2E2D416A140F07515F22597A7E6D685A2B292904
Applying for Position: Executive Administrative Assistant - Systems & Electronics, Inc.

Candidate Experience Fit: 9.9

Candidate Trait Fit: 8.9

ONET Position Title: Executive Secretaries and Administrative Assistants

SKILLS: 

* Microsoft Word / Tested at advanced skill level

* Microsoft Excel / Tested at advanced skill level

* Microsoft PowerPoint / Intermediate skill level

* Microsoft Outlook or Express / Tested at advanced skill level

* Peachtree 7.0 Complete Accounting

* Proven ability designing, developing, and managing office administration systems



SOFT SKILLS: 

Need for Stability: Resilient - At ease most of the time; Usually calm; Realistic explanations; Rapid rebound time; 

Extraversion: Ambivert - Holds down positive feelings; Prefers working alone; Prefers to be physically active; Enjoys responsibility of leading others; Is skeptical of others; Carefully selects right words; 

Originality: Moderate - Creates new plans and ideas; Seeks complexity; Wants to maintain existing methods; Attentive to details; 

Accommodation: Negotiator - Interested in needs of others and self; Welcomes engagement; Wants acknowledgement; Expresses opinions somewhat; Prefers the background; 

Consolidation: Focused - Continual need to refine or polish; Keeps everything organized; Craves even more achievement; Prefers completing tasks before shifting; Develops plans for everything; 

WORKPLACE COMPETENCIES: 
Ambition; Analytical Thinking; Business Acumen; Competitiveness; Decision-Making Skills; Delegation; Diversity, Comfort with; Entrepreneurship; Facilitation; Hiring and Staffing; Integrity and Trust; Leadership; Managing through Systems; Numerical Accuracy; Organization; Overseas Work Success, Likelihood of; Paperwork, Comfort with; Performance Focus; Planning; Political Savvy; Quality Orientation; Responsibility Acceptance; Safety Orientation; Self Control; Technical Learning; Work/Life Balance; Written Communications;
PROFESSIONAL HISTORY: 

2001 to Present

McNeil Chiropractic Inc.

Chicago, IL

Office Manager

* Directed all daily operations for this busy ten doctor office

* Oversee payroll, taxes, and all accounting while ensuring meticulous accuracy and attention to detail

Situation: There were some severe accounting irregularities due to several part-time people doing the entries.  Month end closings were sometimes seriously delayed and payroll calculations often had errors.

Actions: I transferred all the hand-written journal entries and general ledger accounts to Peachtree Complete Accounting.  I contracted Paychex to do the bi-weekly payroll.

Results: Payroll was run on time and without errors.  Month end closing was completed within forty-eight calendar hours.

* Led weekly meetings with 6 employees; identified any issues and problems; proactively took all steps necessary to resolve

* Implemented initiatives for staff training and development

Situation: The 6 people I supervised were lacking experience and training in some areas such as reception, customer service, record keeping, and computer skills.

Actions: I assessed each individual from observing, talking, and working with them over 3 -4 months.  I met with each individual several times and discussed their interests and possible areas for additional training by attending local one or two day seminars.

Results: Skill levels went up; frustration went down; client / patient satisfaction was at an all time high.

1998 to 2001

Michelin Tire Co.

Akron, OH

Office Administration Manager
* Created comprehensive, concise accounting reports and correspondence

* Organized staff development programs ensuring all employees were fully competent and capable of outstanding performance

* Spearheaded employee incentive program resulting in improved motivation and performance

Situation: I was requested to submit proposals regarding yearly incentive plans for 16 office personnel.

Actions: I submitted two incentive programs for discussion. One was related to customer invoice accuracy and the other was related to account receivables.

Results: The company chose to implement both incentive programs and after 6 months, there was a 7% improvement in these two accounting areas.

* Ensured policy changes, notifications, payments and company promotions were handled expeditiously

1992 to 1997

Johnson Insurance Co.

Chicago, IL

Office Administration and Customer Service Manager
* Maintained all operations during periods of temporary owner absence

Situation: Every several weeks Peter Johnson, the owner, would be traveling on business.

Actions: All decisions that were normally made by Mr. Johnson were directed to me to advise and resolve.

Results: There were very few times that I had to call Mr. Johnson while he was on the road. He appreciated my ability to handle most anything that came up while he was away thus providing him more time to cultivate new business.

* Maintained excellent working relationships with vendors ensuring reliable on time service

* Reconciled monthly accounting and financial statements

* Calculated and disbursed bi-monthly payroll

EDUCATION: 

University of Akron, Akron, OH

Bachelors Degree, 1990

Bachelor of Business Communication, GPA 3.2

CERTIFICATIONS: 

Delivering Customer Satisfaction And Then Some - Continued Education 1996, Akron, OH

The Sandler Sales Institute - Continued Education 1998, Indianapolis, IN

ASSOCIATIONS: 

Democracy Matters Club

Member

1987 - 1990
Your contact info listed here just like it would be in a standard-traditional résumé.





IERS™: Candidate Fit Indices give you the opportunity to identify yourself as being qualified. Prospective employers can quickly and accurately determine that you’re a candidate worthy of serious review. You can also customize your IERS™ to reflect the position you’re applying for.





IERS™: Active URL takes reviewer to your auto-generated web portfolio where there is more detail, e.g., your workplace competencies and your completed Position Description Analysis. Click the URL to view the auto-generated web portfolio.





IERS™: You have the option to include additional detail for selected career accomplishments. Employers acknowledge that a well-informed candidate selection decision will always be better than a poorly-informed one.





IERS™: Ten to thirty percent of most position descriptions are about the soft stuff, e.g., need someone who is ambitious, a multi-tasker, analytical, etc. As a result of you completing a workplace specific assessment, your soft skills and workplace competencies are part of your Dig-Sig IERS™. 





Education listed here as found in a standard-traditional résumé.





Your Dig-Sig IERS™ is also HR-XML parser friendly for increased computer parser precision, e.g., all the headings are CAPITALIZED, and your Candidate Fit Indices, URL, soft skills, and workplace competencies should be nicely parsed (tagged) beginning with:


<Qualifications>


<QualificationSummary>


and ending with:


</QualificationSummary>





You can take an IERS™ for a FREE test drive. If you think your “next gen” résumé can represent you better than your standard-traditional résumé, the fee is just $37 for one year with a money back guarantee.





IERS™: All the data in this document is secured using asymmetric cryptography (digital signature technology). Try using the delete or backspace keys – they don’t work. If you copy and paste this information into another document, you will destroy Résuméfit’s digital signature and therefore the employer has no way of knowing if your IERS™ has been altered or tampered with. Check out Résuméfit’s digital signature by clicking the “red ribbon” below in the application bar. Note that you needed no special software to open and read your Dig-Sig IERS™.





These green boxes are for illustration purposes only and would not be found in a candidate’s Dig-Sig IERS™.





Examples:





Go to � HYPERLINK "http://www.jobster.com" ��www.jobster.com� and “Search People” for Diane Smith. The Dig-Sig IERS™ can be viewed perfectly there.





You can also upload, download and send your Dig-Sig IERS™	from Yahoo! hotjobs.





Of course you can send it via email as an attachment.





You can always do a copy & paste at career portals that do not have upload functions. Although the digital signature is destroyed, if the prospective employer is interested in you, they can always get your Original and Signed Dig-Sig IERS™ from your web portfolio. Fair Warning: Don’t think about changing any of the info during a copy & paste. Remember that your prospective employer can view your Original and Signed Dig-Sig IERS™ in your web portfolio.





Note: Word versions vary. Word 2000 does not show a red ribbon; Word 2002 and beyond do; 2007 also shows dig-sig info in the toolbar.








