Keri Steckler – Virtual Assistant



SUMMARY OF QUALIFICATIONS
Skillful and dedicated Executive Assistant with extensive experience in the coordination, planning, and support of daily operational and administrative functions.
SKILLS PROFILE
Action Oriented, Great Time Management, Intellectual, Learn on the Fly, Highly Organized, Excellent Priority Setting, Problem Solver, Strong Written and Verbal Communications, Excellent Work/Life Balance, Approachable, Humor, Integrity and Trust.
TECHNICAL PROFILE
Industry Tools: Community Management System, Compass: (Customer Service System,) TracTime: (Scheduling System,) Buyer App (Sales System,) Perseus: (Purchase Order System) 
Reporting Systems: Business Objects Reporting Universe
Microsoft Tools:  Excel, Word, Publisher, PowerPoint, Outlook, Visio, Access & FrontPage 
Accounting Systems:  Timberline & QuickBooks
Other Tools:  Internet, Microsoft Streets and Trips, Adobe Acrobat, Windows Messenger, Right Fax, Intranet and External Webpage Administration, Net Meeting. Skype.


A TOP NATIONAL HOME BUILDER 
EXECUTIVE ASSISTANT/SAFETY/CUSTOMER SERVICE

The Executive Assistant is responsible for assisting the Vice President of Operations, Area Managers, Construction Field Staff, Safety Manager, Customer Service Manager and Customer Service Staff.
Executive Assistant Duties:

· System Administrator – OnSchedule Construction Schedules for field and office
· System Administrator - Peruses, Field Purchase Order System
· System Administrator - CMS, Coordinate jobsite and field personnel changes
· System Administrator – Intranet for all users for the Division 
· Review, approve and process a variety of Operations Invoices

· Analyze and assemble reports for Monthly Business Operating Measurements 

· Obtain and manage all travel arrangements for the Operations Department

· Manage all of Operations Department Meeting Schedules and organize meals as needed

· Administer internal and external Surveys and Evaluations

· ATT Account Administrator for Operations Department 

· Home Depot Account Administrator

· Nextel/Sprint Account Administrator

· Arrowhead/Alhambra Water Account Administrator
· Maintain Inventory of Copy Machines for Operations 
· Coordinate Home Buyer Survey Follow Up Process
· Coordinate Community Status Forms for Project Review/Prepare and Post 
· Coordinate Iron Mountain for Operations Department as needed
· Provide Lot Files and Supplies for the Operations Team
· Maintain and Update Master Project Map
· Log in and Maintain Original Permits until needed for project starts 

· Scan or Post Final Inspection Cards on Shared Drive, file in Hard Folders for Mortgage

· Administrator for project phones/fax/internet – maintain locations and monitor changes
· Coordinate Quarterly Operations meetings – Schedule, maintain Awards
· Coordinate Community Reviews – Schedule, send reminders for teams to fill out document
· Maintain vacation schedule for Operations Department
Safety Duties:

· Administrate the Safety site

· Administrator/Organizer Safety Council Meetings 

· American Express Account Administrator

· Compline – Check Experience Modifiers

· Maintain Safety Sticker/Awards

· Maintain Safety Walk Schedules

· Maintain Safety Scorecards, log in Spreadsheet

· Assist and serve as back-up for the Safety Manager as needed
· Oversee AIG Insurance Workers Compensation Claims and maintained files for injuries & claims

· Prepare and analyzed Quarterly Workers Compensation Claims Reports for Finance Department

· Plan and oversee OSHA trainings, First Aid Training and other safety related trainings
· Scan Weekly Safety Topic/email to Operations Team and Post on Intranet

Customer Service Duties:

· Administrator - Compass, Customer Service Work Order System
· Prepare, submit and oversee AIG Insurance General Liability Claims

· Process Homeowner Lot Files for Customer Service for Central Customer Service

· Review, approve and process Labor and a variety of Customer Service Invoices

· Review, approve and process Check Requests and reimbursements for Home Owners

· Stay in constant contact with Customer Service Staff to assist with their needs

· General Administrative duties for Customer Service
· Home Buyer Survey Response Aid Distribution 
· Scan/File 1 month, 5 month and 11 month Visits
OTHER COMPANY FUNCTIONS:
Member of:  Charitable Charter Team, Wish Granting Committee & back up team for Front Desk Administrators.
A TOP NATIONAL MULTI-FAMILY DEVELOPER
LEAD DEVELOPMENT COORDINATOR 
The Lead Development Coordinator is responsible to perform general administrative, accounting, and support duties for the Development Manager.
· Developed and implemented ‘Policies and Procedures Manual’ for the Development Coordinator Role
· Improved and implemented tracking methods and forms to help eliminated wasted time and money
· Trained new staff and jobsite administrators on processes and procedures 

· Administrated Roll-Out meetings for all Trades at the start of new projects
· Analyzed and processed invoices, billings, and check requests.   
· Coordinated and administrated Wrap-Up Insurance Program
· Generated and reforecast monthly job cost reports and budgets
· Produced and administrated Contracts, Change Orders, Purchase Orders

· Coordinated Project Closeout, which included: Contracts, Notice of Completion, Title Report, and Exonerate Bonds
· Managed the  issuance of required bonds, track for payments and ensure timely exoneration
· Coordinated meetings, conferences, teleconferences and travel arrangements
· Traveled to jobsites when needed



EDUCATION: 
High School Graduate 

Accomplishments:  Vice President of DECA- Marketing and Advertising ROP Club

HIGHER EDUCATION:

California State University – Hayward  

Accomplishments:  Bachelor of Arts in Liberal Studies, Area of Concentration:  Early Childhood Development

CONTINUING EDUCATION:
Word Training- Levels:  1-4
Excel Training- Levels:  1-3
PowerPoint Training- Levels:  1-2
Access Training- Level 1
Franklin Covey:  7 Habits of Highly Effective People (2 day Seminar)

CPR/First Aid Certified
AWARD: 
Employee of the Quarter:  2006


