Terri L. Perez
30375 Hillside Terrace, Gold Beach, OR  97444
Evening Phone: 541-247-0822, Cell: 360-623-3221
Email: Prezidence@msn.com
OBJECTIVE:  I enjoy a challenge and have a willingness to learn.  I am flexible and approach new ventures with a “can-do” attitude.  Therefore, I am hoping to advance my career by obtaining a position that utilizes my current skills and abilities, and provides opportunities to develop and grow. With the training, education, and experience I have acquired, I am confident that I would be considered an asset.
HIGHLIGHTS OF QUALIFICATIONS:
· 10+ years experience providing outstanding administrative and personal support to senior executives.

· A motivated self-starter, able to quickly grasp issues and attend to details while maintaining a view of the big picture.  Expert in juggling multiple projects and achieving on-time completion within budget.

· Creative, resourceful and flexible, able to adapt to changing priorities and maintain a positive attitude and strong work ethic.

· A clear and logical communicator, able to establish rapport with both customers and colleagues, and motivate individuals to achieve organizational objectives.
EDUCATION:

Centralia College, 600 Centralia College Blvd., Centralia WA 98531 - GPA: 3.78
WORK HISTORY:
Port of Gold Beach

P.O. Box 1126/29891 Harbor Way

Gold Beach, OR 97444
Position:  Office Administrator (September 2015 – April 2018)
· First public contact; handled calls, visits, assisted with questions, processed letters of inquiry and complaint, and cooperated with all local, state, and federal agencies.
· Collected and distributed incoming/outgoing mail.
· Responsible for office inventories; ordered and stocked office supplies.
· Provided secretarial support including dictation, typing, photocopying, and filing.

· Maintained existing agreements and leases for all port tenants: airport, Cannery, storage units, and land leases.
· Assisted in drafting short-term agreements and lease negotiations.
· Posted meeting agenda, prepared materials (ordinances, resolutions, and other manuals) and drafted minutes for Board meetings. 

· Prepared documentation for bonds, grants, and loans; maintain records and prepared fiscal reports.
· Coordinated with local, state, and federal agencies regarding rules, regulations, and reporting requirements. Compiled and prepared statistical information as required.
· Maintained employee timekeeping and benefit records
· Posted accounts payable and processed payments.  Responsible for petty cash fund.
· Responsible for accounts receivable; invoicing, posted receipt of revenues, and deposits.

· Reconciled bank and credit card accounts.  Provided accountant with distribution coded bank and treasurer’s statements, credit card transactions, and cash receipt journal.  
· Prepared all documentation and files for annual audit.
· Assisted in budget preparations and the fiscal management of the budget.  

Curry County Board of Commissioners/Economic Development
94235 Moore Street, Suite 122
Gold Beach, OR 97444

Position:  Operations Coordinator (October 2012 – May 2015)

· Receptionist duties included: screen and answer or direct incoming calls, mail, and visitors.
· Maintained master calendar for the Board; scheduled and post meetings, and provided reference materials.
· Secured travel reservations, maintained itineraries, and prepared the documentation of expenses.
· Performed research, prepared and composed reports, memos, and other materials of a confidential in nature.
· Reviewed and processed documents such as contracts, agreements, bids, and petitions.
· Composed letters, orders, resolutions, notifications, meeting minutes, and other documents.
· Reviewed documents for completeness and accuracy; prepared agenda for approval and public dispersal.
· Acquired Board members’ signatures and insured proper maintenance of minutes and other documents.
· Established office systems and procedures for daily office operations.
· Directed and coordinated clerical staff to accomplish operating objectives.
· Prepared claims and reimbursements for submission, and prepared and delivered bank deposits.
Centralia College
600 Centralia College Blvd. 
Centralia, WA 98531

Position:  Academic Transfer - Administrative Assistant III (Sept. 2001 – October 2012)
· Receptionist duties included: screened and answered or directed incoming calls, mail, and visitors.
· Sole administrative support for the Academic Transfer Division of Instruction; acted as a liaison between Academic Transfer faculty and other campus staff.  
· Maintained/revised state and campus policies, procedures, and standards.  Established priorities and deadlines, prepared confidential correspondence, and made the necessary arrangement for travel.
· Developed, monitored and reconciled department budgets. Ensured expenditure control and adherence to procedures.
· Created and disseminated flyers and bulletins for upcoming events, new programs, and courses.  
· Recruited, hired, and trained student workers; established their schedule and assigned duties.   
· Conducted the new faculty orientation; assuring the completion of employment paperwork, coordinated office space, and familiarized new faculty with the campus and the services available. 
· Coordinated office operations, performed word processing, spreadsheet, and database functions.  
· Maintained the calendars; contacted participants, coordinated schedules and established a time/location. 
· Meeting preparations; scheduled/prepared meeting rooms, prepared and distributed the agenda and other necessary materials, and assisted with activities that resulted of the meeting/conference.
Position:  Learning Resource Center – Office Assistant III (December 1999 – Sept. 2001)
· Provided students, staff, program participants and the public with information about the college’s programs, courses and campus events. 
· Distributed, collected, recorded and monitored program/course tests. 
· Performed clerical tasks for faculty and coordinators, included: word processing, database, and spreadsheet functions
· Supported the department’s daily operations; received, sorted and distributed the department mail. 
· Established, maintained and responsible for the security of confidential records and files. 
· Created and updated calendars of the coordinators and weekly/month/special event calendars. 
· Entered complex, confidential data into the WABERS program for quarterly and annual state reports. 
· Provided back-up services to the Secretary Senior, Program Coordinator, and Assistant.
Evergreen State College
2700 Evergreen Parkway NW 
Olympia, WA 98505
Position: Human Resources - Office Assistant III (July 1999 – December 1999) 
· Receptionist with frequent public contact. Responded to inquiries regarding office and departmental policies and procedures. 
· Performed clerical tasks such as: processed documents, prepared reports, compiled data and composed correspondence. 
· Monitored financial reports; reviewed for accuracy and maintained/updated student and temporary employee payroll information for the college as a whole. 
· Provided back-up support for automated leave system including maintenance of leave records.
Department of Defense, SM-ALC/LI
McClellan Air Force Base
Sacramento, CA
Position: SM-ALC/LI - Executive Lead Secretary (March 1996 – May 1999)
· Receptionist duties included:  screened and answered or directed incoming calls, mail, and visitors.
· Maintained the calendar, established the time/location of meetings and contacted participants. 
· Responsible for travel/lodging arrangements. 
· Established and maintained files, locating and gathered information upon request. 
· Received and screened incoming correspondence for completeness and accuracy, ensured proper distribution. 
· Composed and typed correspondence from draft or oral instruction. Assured accuracy of spelling, punctuation and conformance to various formats, personal styles and procedural requirements. 
· Composed, designed and assembled a variety of graphs, charts and slides.
PROFESSIONAL REFERENCES:  Available upon request.
