JERI A. RINALDO
2160 Cheryl Lynn Circle
Dayton, OH  45429

(C) 937 233-1501 (H) 937 281-7740

jeri.rinaldo@woh.rr.com
CAREER OBJECTIVE

Seeking to transition from a corporate to a medical setting.

PROFILE

A self-starter who has provided secretarial, administrative and word processing support in a corporate setting.  Possess excellent written, communication and time management skills.  Ability to receive requests to undertake and complete multiple tasks daily, and handle confidential information in a professional fashion.  Proven reputation for being a responsible, loyal, hard‑working individual with a strong work ethic, detail-oriented, accurate, highly organized and capable of working independently.  Excellent proofreading skills, vocabulary, spelling, grammar and knowledge of punctuation rules, along with the following computer skills:

· Proficient in Microsoft Word, Excel and Outlook, with the ability to type at least 65 wpm.

· Proficient in Alchemy (digital filing software).

· Working knowledge of Microsoft PowerPoint.

PROFESSIONAL EXPERIENCE

DAYTON PROFESSIONAL HOCKEY
2000 – Present

Administrative Assistant
· Provide backup support to the President which includes, but is not limited to, dictation transcription, managing incoming and outgoing mail, preparation of correspondence, screening phone calls and visitors, scheduling internal and external meetings.
· Order office supplies and shipping supplies, maintenance of office equipment (copiers, fax machines, postage machine), distribution of incoming mail, preparation of outgoing mail and overnight packages.
· Provide administrative support to management team, which includes preparation of correspondence and preparation of mass mailings; Maintain central filing system.
HUFFY BICYCLE COMPANY
1996 – 2000

Administrative Assistant – Sales Department
· Met Sales Department timetables for reports, meeting material and customer correspondence.  Maintained excellent performance of assigned sales functions with only limited supervision and verification.
· Organized hotel reservations for the yearly Interbike tradeshow.
· Assisted with the planning of yearly sales meetings and assembling of sales meeting binders.
· Maintained contact with customers and representatives via faxes, phone contact and correspondence.
· Scheduled appointments for Vice President, including travel arrangements.
HUFFY CORPORATION
1988 – 1996

Word Processing & Office Support Coordinator, 1995 – 1996

Provided word processing support to the Corporate office.

· Assumed responsibility for Executive Secretaries as needed.

· Assisted Legal Department (25% of time) with secretarial duties, including assistance with Board of Directors' presentations, mailings and meetings.

Legal/Automation Specialist, 1994 – 1995
· Provided timely typing (including handwritten form and machine dictation) to the Associate Counsel, Sr. Company Counsel and Vice President (letters, memos, legal agreements, Proxy, 10-K).
· Assumed responsibility as interim Executive Secretary to the Vice President Secretary for seven weeks:

Word Processing Specialist, 1988 – 1994
Provided word processing support to the entire Company.

· Typed material from dictation equipment, handwritten copy or rough draft with a high degree of efficiency.

· Formatted letters, reports, lists, manuals, speeches, newsletters, legal documents and financial statements.

· Performed excellent proofreading of typed material from handwritten copy, rough draft or dictation, verifying accuracy and quality of content.

EDUCATION

Associate Degree, Executive Secretarial/Word Processing Studies, Sinclair Community College, 1985
