Brenda E. Aldi














 20 Meadow Pond Road
Hamburg, NJ 07419-2511

Cell:  862.268.5860
E-mail:  baldi@nac.net
Seek the Challenging Position of Administrative Assistant

A highly skilled Administrative Assistant / Office Manager with experience in performing a variety of administrative and staff support duties which require a range of knowledge and skills of organizational procedures and policies; directing and assisting clients, and resolving administrative problems and inquiries; composing, editing and proofreading correspondence and reports, and preparing a range of administrative documents. High-level confidentiality.
Summary of Qualifications

· Proven Experience In -
· Making administrative/procedural decisions and judgments 
· Dictation, transcription, typing, editing, recording and distributing agendas and minutes
of meetings 
· Communicating effectively, both orally and in writing 
· Arranging conference calls via outside conferencing services 
· Special projects; Compiling information and preparing reports 
· Conducting research, analyzing data, generating reports and disseminated information
· Creating spreadsheets, composing correspondence, editing, managing databases and creating presentations, reports and documents 
· Maintaining calendars 
· Planning and scheduling meetings and appointments 
· Performing travel and guest arrangements 
· Arranging for and participating at trade shows 
· Purchasing and inventory control of office supplies, equipments and services record maintenance skills
· Initiating and maintaining corporate research library 
· Liaison to major newspapers and trade publications for purpose of press releases, shareholder and business updates 
· Using and maintaining a variety of office equipment (fax machines, photocopiers, scanners, videoconferencing and telephone systems); arranging for general building/property maintenance 
· Initiating social committee, researching and organizing company functions and off-premises outings
· Skills / Certifications -
· Certified Advanced Microsoft Word, Master Level Excel 
· Microsoft PowerPoint, Publisher 2000, Outlook, Outlook Express, Internet Searches
· American Chemistry Council (ACC) Responsible Care® and basic hazmat training

· Word processing and data entry procedures

· Microsoft SharePoint (Business Collaboration Platform for the Enterprise and the Internet)
· Mercury Gate (Transportation Management System)
· TWiki (Documentation Platform)  

· Typing 95+ wpm including real-time dictation
· Agora/Great Plains Accounting Program (Payables 600+ Vendors) 

· Excellent coordinating, problem-solving and negotiating skills
· Red Cross Certified First Aid and Adult/Child CPR 
· Police and FBI clearance
· Notary Public
Professional Experience -
R&N Claims Service, LLC (Part-time)


Wantage, NJ






 2004 – Present

Administrative Assistant to Private Investigator








    Investigative Services
Dictation, preparation of reports, invoices, Subpoenas and Affidavits. Special assignments, Internet searches, served Subpoenas.

Lion Technology Inc. 






Lafayette, NJ   


      




2004 - 2009 
Assistant to the President / Secretary to Board of Directors



     HazMat Training $7M+ Sales
Accounts Payable / Purchasing (Promoted)
TeleSearch Staffing Solutions
 



Newton, NJ


      

   2002 - 2004 / 2010 - 2011
Administrative Assistant 









  



  

Staffing Agency

Various long-term (6 months+) temporary assignments including Sussex Bank Home Office, Selective Insurance Company Home Office, Mitsubishi Fuso Truck of America Eastern Regional Sales Office, Eric Snyder & Associates Engineering and Lakeland Bank Home Office.  Currently on assignment at Odyssey Logistics LLC NJ Office.
Dualite Sales & Service, Inc. 




Newton, NJ


      





1998 - 2002
Assistant to the President, 








Ohio-based Sign Manufacturer $45M+ Sales

VP and Two Regional Sales Representatives


China Silk Company, Inc.
 




Newton, NJ








1982 - 1998
Owner











   Silk Yarn Manufacturer / Wholesaler $100K+ Sales
Rushton Industrial Construction



West Paterson, NJ






1979 - 1982

Administrative Assistant
 to the President


    Construction Company with Heavy Crane Division 
Heavy phones and correspondence, prepared bid packages, travel arrangements, insurance liability forms; assisted Bookkeeper, Accountant and Sales staff
Athlone Industries, Inc. 





Parsippany, NJ





      

1972 - 1979

Administrative Assistant to Sr. Vice Pres.              FORTUNE 500 Consumer / Industrial Holding Company

Administrative Assistant to Director Public Relations/Advertising (Promoted)
Statistical Typist / Secretary to Accounting Department (Promoted)


Education / Seminars / Other Experience -
· Google Academy
· Specifically designed for Realtors; Google's latest Search Engine Optimization tips

· Real Estate Pre-Licensing Course / New Jersey Licensed Real Estate Sales Associate

· Dale Carnegie Time / Cost / Quality Management Seminar

· New Jersey State Police High-Tech Crimes Unit Seminar (Internet Use/Abuse)

· Ginnie’s House / County Child Advocacy Center (3-month Externship)

· Graduate Creative Networking Concepts (Accredited 610+ Hours)

· MOUS
 Certification (Graduated with Honors)

· Graduate Project Self Sufficiency H.O.W Program
 

· College courses

· College Equivalency Credits 

· County College of Morris - Marketing 

· Graduate DePaul High School
References Upon Request
� Microsoft Office User Specialist


� Higher Opportunities for Women





		     





RESUME – Brenda E. Aldi

April 2011


