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PROFILE

An energetic, productive and motivated self-starter with well-developed organizational, managerial, communications and interpersonal skills.  Possesses the ability to plan, implement, and evaluate multiple projects simultaneously. Skillful at working with a broad array of people and creating the rapport to build trust, confidence and a high degree of comfort. Ability to ‘think on my feet’ in assessing and resolving problems to the satisfaction of customers and/or staff.  Characterized as talented and articulate with an outgoing personality, a sense of humor and a commitment to excellence in all that I undertake.  
AREAS OF PROFICIENCY
Business Operations 
   Customer Care
     Budget/Portfolio Management Problem Resolution

Travel Planning & Coordination                  Instructing 
Computer skills: Microsoft Word, Excel, 

EXPERIENCE
Office Adminstrator 
Coordinator of all church administrative functions: prepared and produced worship service bulletins, inserts, newsletters, reports and announcements; coordinated any special weekly flower arrangement requests with florist and collected flower donations, scheduled baptisms and weddings; trained & supervised volunteers; oversaw custodial staff; maintained master calendar, membership roster and official Church Registry, church office supply catalogues and ordered materials and maintained all office equipment. Prepared and submitted annual "Parochial Report", maintained congregational website, provided secretarial support to the pastor, church officers and team/committee heads; 
Bank Trust Officer  
Responsible for account retention; reviewed necessary financial and 
broker statements, prepared data input for trust contributions, payments 
made from the trust and authorized expenses charged to the Trust. 
For Personal Trust Customers: Provided explanations about their accounts, 
investment statements and language of the trust.  Assisted in adjusting to life 
in a Wellness Care Assisted Living residence.  Provided coordinator for 
customer and various medical facilities needed for their care.  Prepared and 
designed reports and graphs to accomplish level of understanding. 
Served as liaison to Plan Administrator, provided guidance to employees 
in understanding retirement plans and related ERISA, IRS and DOL 
regulations. Facilitated employee enrollment meetings for retirement 
accounts; explained profit sharing trusts, 401(k) plans, money purchase 
pension plans and defined benefits. Verified, as required, account record of 
predecessor trustee; reconstructed account data and records.  Handled verbal 
and written inquiries from agents, auditors and professional advisors of 
customers concerning the assigned accounts.

Travel Agent  
Researched geographical areas to discover the best locations and activities for travel clients. Designed vacation packages to meet personal travel requirements
Child Development Instructor  
Taught nursing students to function effectively with their patients, and relatives 
of patients who are terminally ill. Helped patients and families learn to 
communicate more effectively with each other. Provided support for nursing 
students on a ward for terminally ill patients (aged 3-15 years) and nurtured 
families of the patients on this ward.

EDUCATION
Bachelor of Science degree - Child Development, Syracuse University 

Post Graduate professional courses:  

Executive Marketing Management

Principals of Trust Operations 

Certified Travel Agent, Trans World Travel 

Certificate, Women’s Leadership Institute

References available upon request

WORK HISTORY
Administrative 

Office Administrator - Christ Lutheran Church, Hilton Head, SC.

March 2006 to December 2008

Receptionist/Assistant to Paralegals and Office Assistant 

Jones, Patterson, Simpson & Newton and Fraser & Allen, LLC, 

Hilton Head, SC Law Firms September 2002 – March 2006 
Director/Independent Business owner for Rexall Showcase 

International; Alterations & Sewing Business June 2000 - September 2002

Assistant Vice President and Personal Trust Officer, 
Anchor Bank, Hilton Head Island, SC, April 1999 to May 2000:

Administrator of Retirement Trusts, Assistant Trust Officer, 
UMB Bank, Kansas City, MO, 1987 - March 1999:

Vacation Travel Consultant, Trans-Mark Travel, Kansas City, MO.

1983 to 1987
Teaching
Preschool teacher, The Children’s School-Summer Camp, St. Luke’s Episcopal Church, Hilton Head Island, SC June 2000 – August 2000
Child Developmental Research assistant, Substitute Teacher 
(pre-school through high school) 1967 - 1983
2nd Grade teacher, Episcopal Day School, Augusta, GA 1966 - 1967

Child Development Instructor – Yale Medical Center, University of 
Connecticut School of Nursing; Grace-New Haven School of Nursing 
New Haven, CT, 1962 - 1965
