Yasmiene S. Davis
8611 Hollow Creek Circle ● Charlotte, North Carolina ● (980) 333-3725 ● Yasmiene@clearwire.net ●  www.ysdavis.weebly.com

Profile: 
Self-motivated, creative and results-oriented professional seeking position.  Strong management skills, works well individually and in team settings.  Excellent oral and written communication skills.  Experience with all Microsoft applications, knowledge of Quickbooks, SAP and Quark 8.
Summary of Qualifications: 
	· Project Management
· Employee Management 
· Strong Customer Service
	· Computer Savvy
· AP/AR
· Scheduling

	· Strong Writing
· Knowledge of HR functions
· Problem Resolution


Professional Experience:
Office Supervisor







12/209 - Present

American Lantern Press






Fort Mill, S.C.

· Oversee the staff departments to ensure that employees are performing within the level required/quality assurance. Analyze the work place situation to create means to increase employee efficiency.
· Conduct assessment on staff performance and other office-related aspects to see the potential and current problems.  Handled escalated calls, customer inquiries, suggestions and other grievances. 
· Assisted Operations Manager with duties, reports and productions. Participated in creating policies and procedures for the office.
Event Planner/Operations Specialist

06/2007 – 12/2009

Georgia College & State University





Milledgeville, GA

· Coordinated meetings, conferences, and social events for corporations and individual clients.
· Responsible for facilities management, successful on-site event management and execution.

· Regularly interacted and strategized with foundation executives and management, field operations, collaborating organizations, targeted external audiences, and various vendors 

that support event planning activities.

Office Manager







12/2003 – 8/2005

Source Interlink Companies 






New York, NY

· Supported CEO, COO, CFO. Scheduled travel arrangements, answered, screened and managed incoming phone calls/mail from executive level clients.

· Maintained calendars and filing system, scheduled meetings, conference calls and events.  Reviewed and managed all expense reports.

· Human resources administrator for the NY office.  Processed employee paper work including new hires, changes and terminations.  Responded to employee question regarding company policies and benefits.  Maintained/approved employee vacation requests/PTO records.  
Education: Bachelor of Arts in Public Relations, Mass Communications from Georgia College & State University.






