SUSAN C. DAVIDSON

5715 No. 167 Circle

Omaha, Nebraska 68116

402/677-8886

sdavidson111@cox.net
PROFESSIONAL OBECTIVE

Seeking an administrative position that will utilize my initiative, abilities, and skills while offering the opportunity to learn and grow professionally.

SUMMARY OF QUALIFICATIONS

· Thorough knowledge of all aspects of office administration.  Experience providing support to executive level personnel.

· Proficient in Microsoft Word, Excel, QuickBooks. Intermediate level in Outlook and beginning level on Power Point.   
· Highly motivated, detail-oriented professional with strong commitment to excellence.

· Excellent track record in supervising and organizing the administrative workflow of an office.  Expertise in developing, managing and motivating personnel to maximum efficiency.

PROFESSIONAL EXPERIENCE

Dec. 1997
Midwest Capital, Inc., Omaha, Nebraska

to Jun. 2007
ADMINISTRATIVE ASSISTANT

Responsible for administrative duties to the Executive Vice-President.  
· Manage the Vice-President’s calendar setting; appointments, meetings, and seminars.  Proficient in making the necessary travel arrangements.

· Process death claims and applications for insurance, IRA’s, mutual fund and stock accounts.    

· Tracked and paid expenditures and commissions via QuickBooks. 

· Establish and maintain spreadsheet tracking system of applications to ensure product is delivered to the client and commissions are paid in a timely manner.  Updated the company client database system.

· Knowledgeable in NASD and SEC requirements for applications, monies processed, filing of said documents and correspondence.   

· Established and maintain filing systems on clients, expenses, and commissions, and prepared monthly, quarterly and annual reports.

· Responsible for ordering the financial materials and applications via the various companies’ websites needed for client presentations. 
· Track licensing requirements, process renewals of licensing as they come due.

· Prepare clients’ reviews; including Internal Rate of Return reports, and updates on their security accounts, life and annuity policies.

PROFESSIONAL EXPERIENCE (cont’d)

Sept. 1990
The Prewitt Company, Omaha, Nebraska

Dec. 1997
SENIOR ACCOUNT ADMINISTRATOR
Responsible for managing the day-to-day administrative functions of the office.  
· Hire, train and supervise personnel responsible for customer service, order entry, data processing, billing, accounts payable, accounts receivable and providing administrative support to the sales department.  

· Organize and implement necessary policies, procedures and systems to ensure smooth operation of the office.

· Act as liaison for all administrative functions between our customers and 

manufacturers.  Responsible for the administrative affairs of our major clients.

· Assistant to the Division Manager:  handling correspondence, scheduling travel arrangements, coordinating meetings and functions, managing special projects, budgeting and quotas.

· Prepared reports and developed sales figures.

· Facilitated maintenance, purchasing of office supplies and equipment.

Apr. 1990 to
Glasrock Home Health Care, Omaha, Nebraska

Sept. 1990
CUSTOMER SERVICE REPRESENTATIVE
· Responsible for patient billings, obtaining insurance information and related secretarial duties.

· Set appointments for delivery of oxygen and medical equipment to patients’ homes.

Sept. 1982 
Davis Marketing Company, Omaha, Nebraska

to Apr. 1990
ACCOUNT ADMINISTRATOR
· Duties included processing orders, reconciling invoices, customer service,

billing, preparation of reports and maintaining records.

EDUCATIONAL TRAINING

Sacred Heart Memorial High, Falls City, Nebraska

College of St. Mary, Omaha, Nebraska

CE School of Commerce, Omaha, Nebraska

PERSONAL INTERESTS

Reading, music, interior design, antiques, Special Olympics, volunteer organizations.

