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STERLING MCCALL LEXUS
10025 SOUTHWEST FREEWAY,HOUSTON TX 77074
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TEL: 713-995-2600 1-800-256-6225
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Cell
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Administrative Assistant with 6+ vears of experignee working dircetly for the President of 3M Inc., o Fortung $00

company. Possesses impeccable written and verbal communicition skills and excellent interpersonal skills.

CORE COMPETENCIES

HRE A K W —
T AN A 0] UK

*  Customer Service
+ Cost Efficient

PROFESSIONAL EXPERIENCE

*  Detailed and Organized
= Supplicr Relationship

WA -

AR BRI AL
FESFE UL N LA
7 AR T AR T Ao

IM INC, New York, NY
Achrinistrative Assistani, Apr 2008 — present

*  Read and anplyze incoming memes, submissions, and reports Lo determine their significance and plan their

distribution.

*  Conduet rescarch, compile data, and prepare papers for consideration and presemation by exccutives, committees and

boards of dircctors,

*  Coordinute and dircet office services, such as records, departmental finances, budiet preparution, personnel issucs,

and housckeeping, 10 aid exceutives.

*  Prepare invoices, repens, memos, letiers, financial statements and other documents, using word processing,
spreadshect, database, or presentation soflware,

FLORIDA DEPARTMENT OF SOCIAL SERVICES, Orlande, FL.
Rehabilitation Connselor, Aug 2004 - May 2006

*  Confer with clicnts to discuss thow options and goals so that rehabilitation programs and plans for aceessing needed

services can be developed.

*  Prepare and maintain records and case fles, including documentation sueh as clients” personal and eligibility

imformiation, services provided, narmatives of elient contacts, and relevant correspondence,

*  Develop and mainain relationships with community referral sources, such as schools and community groups.
*  Amalyze mformation from interviews, educational and medical records. consultation with other professionals, and

diagnostic cvaluations 1o assess clienis’ abilities, needs, and cligibility for services,
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FLORIDA STATE UNIVERSITY, Orlando,

Bachelor of Art in English, May 2004

+ GPA:33M40

*  Published in school's newspaper editorial

*  Summer Intermship for the New York Times

ADDITIONAL SKILLS

FL

+  Proficient in Microsoft Office and Adobe Hlusirator CS3

Bilingual Spanish and English

+  Employee of the Month for 3 consecutive months in HIEM

Wan the “Writer's Digest™ 2002 Award

*  Awarded an employee travel award due 1o "Performance Excellence™ 2 years in a row through 3M Ine.
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