
Graham Norris

707-A, Mars Avenue, Las Vegas, NV 99800, United States, Home 997-888-2277, Cellular 997-888-3311

email@example.com

OBJECTIVE

To seek a position in a progressive, innovative company where my skills and an extensive administrative experience covering administrative duties, office management, and document preparation and excellent organization and communication abilities can be utilized to the fullest.

QUALIFICATION HIGHLIGHTS

•
Organized and efficient Office Coordinator with expertise in managing executives' calendars, arranging travel, and instituting appropriate office procedures.

•
Demonstrated skills in negotiating contracts, ordering office supplies, and coordinating conferences.

•
Strong ability to organize and simplify office procedures, and keep morale and productivity at peak levels.

•
Coordinated workflow through various departments.

•
Proficient in Microsoft Office 2007, Outlook, and QuickBooks.

EMPLOYMENT HISTORY

Diego Inc., Las Vegas, NV                                                                    2008 to Present

Office Coordinator

•
Managed the calendar, made travel arrangements, and oversaw project development.

•
Performed administrative work, including receptionist and data entry duties.

•
Successfully relocated the entire office and organized the office in the new space in one day.

•
Provided support to the sales department in the development of sales proposals and correspondence to customers.

•
Scheduled purchases and delivery of materials and services.

•
Created procedure manuals and office standards as the first Office Manager.

Donald Reed Inc., Las Vegas, NV
2006 to 2008

Office Coordinator

•
Coordinated the smooth running of the center, including setting up for meetings and ensuring that the air conditioning and heating systems worked properly as well as the lighting and sound.

•
Set up for various activities, such as basket ball and volleyball, in the gymnasium.

•
Monitored the loan origination log and monthly income vs. expenses.

•
Successfully handled double the number of people served when the organization expanded its hours.

•
Moved the entire agency and had the company functioning again in a few days.

•
Ordered all office and entertainment supplies for the entire center.

Eddie Inc., Las Vegas, NV
2003 to 2006

Office Coordinator

•
Managed the COO's daily calendar, fielded all phone calls, processed all incoming mail, and coordinated conference calls.

•
Maintained home owners' insurance for five properties and lease agreements with renters.

•
Negotiated hotel accommodations and travel arrangements for convention attendees and arranged meeting and workshop space for presentations.

•
Set up a bank account for receiving registration funds and paying vendors.

•
Prepared balance sheets for board members with the financial status of events.

•
Assisted with the office successfully passing three separate Nevada state audits.

EDUCATION

University of Las Vegas, Las Vegas, NV
2002

M.S. Business Administration

SKILLS

•
Confidential Correspondence & Data

•
Executive Office Management

•
Executive & Board Relations

•
Administrative Support

•
Troubleshooting & Repairing Problems

•
Budget & Expense Management

•
Interpersonal & Communication Skills

•
Team Building & Motivation

•
Accounts Management

•
Efficiency Improvements

•
Travel Coordination

•
Office Setup

•
Staff Supervision

CERTIFICATIONS

•
Office Skills Certification (OSC) - Administrative Trainers Institute, Las Vegas


   2005

•
Office Coordination Certification (OCC) - Professional Administration Institute, Las Vegas, NV
   2003

AFFILIATIONS

•
Member - Nevada Community of Professionals, Las Vegas, NV




   2009


