September 12, 2018
Braun NW Inc.
Chehalis WA

Ref: Project Coordinator
I am excited to submit my application for the position of Project Coordinator located in Chehalis WA.  I am confident that my education and experience have provided me with the knowledge and skills necessary for the position.  I believe my organizational skills, enthusiasm, and my ability to work collaboratively would be considered an asset to Braun NW Inc.
Within 10 years of beginning my administrative career with the Department of Defense, 
I had earned the position of Executive Assistant to the Director and Assistant Director of Commodities Directorate.  I returned to Washington State and enjoyed working within the Higher Education system for a total of 12 years.  In 2012, I accepted the Operations Coordinator position with the Curry County Board of Commissioners.  This was a challenging position that expanded my knowledge in local and state laws, policies, and procedures and ultimately, provided the qualifications needed to become the Office Administrator for the Port of Gold Beach.  
Throughout my administrative career, I have been responsible for answering multiple telephone lines, greeting and referring office visitors, and the collection and distribution of mail.  I use guidance and my insight to determine what should be brought to my supervisor’s attention, forwarded directly to other staff for action, or if it can be handled personally.  Whenever possible, I resolved problems and respond to inquiries regarding policies, procedures, and services.
On a daily basis, I utilized my skills, training, reference sources, and the Microsoft Office programs to compose correspondence, agendas, meeting minutes, and reports.  I assured that all of the materials were properly formatted and that the final form was accurate, in compliance with policies and procedures, and that all of the necessary background materials were attached.  I regularly performed research, reviewed, and processed confidential documents such as contracts, agreements, bids, and petitions.  
The maintenance and disposition of documents and files is an important responsibility that I have accepted for many years.  My in-depth knowledge of commonly used methods and superior management skills enable my ability to gather archived information quickly. 
My positions with Centralia College provided me the unique opportunity to not only work directly with faculty and staff, but also provided daily contact with students and the public.  In addition to furnishing information about the college’s programs, courses, and events, my other significant duties included: distribute, monitor, and record program/course testing and maintain secure recordkeeping systems for confidential files.  Independently, I input sensitive and confidential student information into the Washington Adult Basic Education Reporting System and submitted quarterly and annual reports to the State Board of Community and Technical Colleges.  
As the sole administrative support for Academic Transfer’s Dean of Instruction, maintaining the calendar is one example of my ability to effectively handle difficult and sensitive situations with tact and diplomacy.  I established priorities and scheduled, rescheduled, and/or rejected appointments; arranging for the attendance of another staff member when it was necessary.  
Quarterly, I coordinated office space for adjunct faculty and assisted them with acquiring keys, an e-mail address, voice mail, and instructional materials.  I would make appropriate classrooms arrangements and assured that the media equipment was in working order.  At the end of their contract, I arranged for the return of the above listed items and insured that a copy of their attendance/grade rosters had been submitted.  I scheduled, administered, and prepared the completed student evaluations of faculty.  Annually, I prepared workload reports and scheduled tenured faculty workload meeting with the Dean.

As the Assessment committee’s secretary and campus NISOD Liaison, I reported directly to the Vice President of Instruction.  One of my responsibilities was to gather campus-wide historical information from the Student Management System to create rosters, reports, and pivot tables.  These data packs contain information on the age, gender, ethnicity, and the earned degrees/certificated of the students enrolled in specific curriculums/programs.  I assisted in the development and evaluation of salaries, equipment/supply purchases, and special projects by reconciling and balancing numerous budgets in a timely manner.  My successes in completing these tasks are an excellent demonstration of years in experience, good judgment, and my ability to analysis information.  

Curry County had recently reorganized their departments and my first responsibility as the Operations Coordinator for the Board of Commissioners and Economic Development offices was to develop systems and procedures that accomplished efficient and effective operating objectives.  I provided training, delegated tasks, and coordinated the work assignments of clerical personnel.  
Maintaining the Curry County’s master calendar and Board of Commissioner’s website was an exciting responsibility that expanded my skills and abilities.  After scheduling a public meeting, I reviewed and researched the information submitted, provided each Board member with the appropriate background information and reference materials, and prepared the documents for public and media dispersal.  Performing in a fast-paced, multi-task environment is simply the ability to determine priorities, anticipate future needs, and adapt one’s own work schedule to accommodate matters requiring attention.  I find it exhilarating and challenging and I often use this energy in the planning and execution of special events.  
I established travel arrangements, to include submitting the necessary paperwork for prior approval.  Preparations included event registration and airline, lodging, and rental car reservations.  I maintained the itineraries and upon their return, gathered receipts and other information necessary to complete the expense voucher.  Regularly, I prepared accounts payable and reimbursement claims, received payments, processed receipts, prepared deposits.  
In 2015, I was provided with an opportunity to expand my skills and abilities and accepted a position with The Port of Gold Beach as the Office Administrator.  I immediately accepted full responsibility for the Board of Commissioners’ meetings, financial records, and payroll.  The establishment of procedures and a tracking system for the multiple grants, contracts, agreements, and leases proved to be essential for establishing budgets and responding to audit inquires.  I acquired valuable experience in project management while assisting the Army Corp. of Engineers with two extensive dredging projects and the FAA with the development of the Gold Beach Airport Master Plan.  
I am thankful for the past opportunities and challenges that I have received.  The responsibilities afforded me by the past employers has helped me grow personally and professionally.  Throughout the process, I have acquired experience and developed the skills to effectively manage resources and collaborate with colleagues.  In the future, I hope to continue to use the training, education, and experience that I have acquired to gain an opportunity to continue to develop and grow.  

Thank you for taking the time to review my resume.  I would like to meet with you for the purpose of discussing employment and to answer any questions you may have concerning my resume.  I will make myself available for a personal interview at your earliest convenience.  Please feel free to contact me at (360) 225-7338 or (360) 623-3221.
Again, thank you for your consideration.

Terri Perez

P.O. Box 864
Woodland, WA 98674

