Heather Muncy

7519 Country Lane # 1W
Darien, IL 60561
630-890-9082 Cell

E-mail: hjmuncy@hotmail.com

Objective: To obtain a challenging Executive Administrative Position that will utilize my proven skills and abilities

Summary Of Qualifications:

· Highly skilled in Microsoft Word, Excel, Power Point, Outlook, Access and PC Configurations
· Self Motivated
· Detail Orientated
· Well organized and resourceful
· Ability to prioritize and multiple task

· Exceptional communication and customer service skills

· Interacts effectively with all levels of management  

Work Experience:

2005- Present

         Orleans Homebuilders
                  Schaumburg, IL


Operations Assistant

           

Assist and support Vice President of Operations in the residential homebuilding industry. Handle all building permits,

And permit applications. Order surveys of homes, blueprint distribution, responsible for coinciding with the villages and keeping track of permits, licenses, renewals, bonds. Type correspondence, and proposals. Handle building reports, and other necessary production reports. Auditing all contracts, flooring/carpet paperwork, and customer contact with vendors. 


2004-2005                                   Westside Mechanical, Inc.  
                  Naperville, IL

Executive Assistant

Assist and support Vice President of Construction Sales in the heating and air conditioning industry. Type proposals and correspondence. Maintain vendor relations including pricing, blueprint distribution and invoicing. Responsible for all billing of contracts for Preventive Maintenance. Accounts Receivable, setting up Customer accounts, dispatching customer calls for Service. Faxing, Filing and inventory.     

2003-2004 

           Water Resources, Inc.
                    Elgin, IL

Project Manager

Coordinated projects with all levels of management for water meter installation, customer service, scheduling appointments to install water meters, backup phone lines, invoicing, payroll, photocopying, filing, faxing.

1995-2003

            York International, Inc.

    Elmhurst, IL

Marketing Administrative Assistant

Acted as Liaison to Marketing, Sales and Operations Managers.  Coordinated travel and business meetings. Prepared presentations and all material required. Responsibilities included billing, accounts payable and receivable, cash management, new customer account set up, payroll, distribution of technical information to salesmen, provided backup to multiple phone lines. Other duties included filing, ordering office supplies, photocopying, and faxing.

1994-1995

          Corporate Travel Consultants
   Oakbrook, IL

Reservations Manager

Managed reservations using Sabre Computerized Reservation system. Compiled customer tickets and billings. Performed ticket distribution tasks and provided clerical support for the group department. Ensured that all arrangements were processed properly.

1991-1994

          Patten Tractor and Equipment Co.     Elmhurst, IL

Administrative Assistant/Analyst

Supported Parts Coordinator, coordinated in house part orders. Assisted outside customers in parts orders. Responsible for data entry and answered multiple phone lines. Performed other clerical duties including filing, photocopying, and faxing.   
Education:  1989-1992
             Glenbard East High School
Lombard, IL

High School Diploma

1992-1993


 College Of Du Page

Glen Ellyn, IL

Associates Degree in Travel and Tourism

Notary Public of Illinois

Award: Customer Service of Excellence Awards
References: Available upon request
References for Heather Muncy

Stan Kuczek

Sales Manager/York International/ 708-917-1401

Jim Fawcett

Vice President Of Sales/Westside Mechanical/ 630-212-0217

Bill Mosbarger    
Friend/ 630-789-0195

