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Amanda Perry
	
	


	Career Objective

	Organized and dedicated administrative assistant with proven track record of providing exceptional customer service in fast-paced environments. Offering keen attention to detail and strong decision making skills to manage multiple, concurrent tasks. Self-motivated work ethic to perform effectively in independent or team environments.


 
	
	


	Skills

		· 65 WPM typing speed
· CRM management
· QuickBooks expert
· Schedule and calendar planning

	· Google Tasks
· Microsoft To-Do
· Bookkeeping
· Conference planning

	





 
	
	


	Professional Skills

	Customer Service
· Handled client correspondence and tracked records to foster office efficiency.
· Processed invoices and expenses using QuickBooks to facilitate on-time payment.
· Scheduled over 10 office meetings and client appointments for staff teams each week.
Data Entry
· Managed Access databases converting complex data into easy-to-interpret data.
· Developed and updated spreadsheets and databases to track, analyze and report on performance and sales data.
· Generated two to five reports daily and typed letters in Word, and prepared PowerPoint presentations.
Organizational Skills
· Restocked 20+ office supplies and placed purchase orders to maintain adequate stock levels.
· Organized weekly staff meetings and logged minutes for corporate records.
· Executed record filing system to improve document organization and management.


 
	
	


	Work History

	ADMINISTRATIVE ASSISTANT 11/2020 to 11/2021 
Mack & Associates, Buford, GA
OFFICE ASSISTANT INTERN 11/2018 to 11/2019 
Tombras Group, Buford, GA


 
	
	


	Education

	Lanier Technical College, Cumming, GA 
Associate of Science, Secretarial Studies And Office Administration, 06/2019
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