Anne H. Pak
84B Hastings Ave. Rutherford, NJ 07070
T: 010-3608-8231    pak.h.anne@gmail.com
OBJECTIVE

Competent, upbeat, personable professional with the ability to prioritize, multitask, and exceed expectations.  Able to work with a team or independently without supervision.  Acquire quick learning skills to help adapt to new environments.  Values the quality of work and pays close attention to details.  Motivated by challenge and assisting in all areas expanding my knowledge and abilities.  
EDUCATION

Rutgers University – Newark, NJ 
2004-2009 
SKILLS


Quick Books: Premier Professional Services Edition 2008/2009

Microsoft Applications: Proficient in the following:


-Microsoft Suite – Outlook, Word, Excel, PowerPoint, Access


-Microsoft Dynamics CRM


-Microsoft MapPoint North America 2009

EXPERIENCE
Fabricated Software Inc.  25 Canfield Rd. Cedar Grove, NJ 07009 
Document Automation software developers and partners of RICOH AMERICAS CORP.
February 2008-December 24, 2009

Office Manager/Project Manager | September 2008-December 24, 2009
Handled all administrative duties plus additional responsibilities brought on by position change.  Worked independently with minimal supervision and reported directly to the President. 

Responsibilities: 


-Human Resources:  Process company payroll via QuickBooks/401k, health insurance, hiring and
 
 termination of employees, updating and exercising company policies, 

-Accounts Receivable/Payable:  Deposits, Invoicing, collections, and reconciling bank accounts.


-Travel arrangements for the President and Sales Team: booking flights, confirming and 
preparing trade show materials for events when necessary, expense reports.


-Purchasing: Verified Purchase Orders, shipping and tracking  
-Project Management:  Managed Professional Services.  Coordinated projects from start to finish.  Main contact for all project related inquiries.  Timelines, Gantt charts to meet deadlines.  Reviewed project logs for accuracy before sending out updates.  Monitored the engineers and sales team progress on each project. 
Other Responsibilities: 


-Supervised the sales team and sales process via Microsoft Dynamics CRM.  Worked closely with 
sales team and created PowerPoint presentations to fit the client’s production environment.  


-Provided presales support when needed.  


-Initial contact for End-User support for licensing.  Minor troubleshooting.  


-Assisted Marketing Coordinator with reviewing product materials before release. 


-Created finance and project reports for monthly company meeting. 

Administrative Assistant | February 2, 2008 – September 2008
Handled several tasks ranging from receptionist duty, providing support to team members, filing, emailing/faxing, maintaining office supplies.  Worked with minimal supervision.  Ability to adapt quickly has transitioned my position to an office manager. 
LANGUAGES /Additional Skills
Fluent in English and Korean
Ability to type 70+ wpm

REFERENCES

Rosanne Lopez – Internet Marketing Coordinator 
Food town | 732.596.6064
(Former FabSoft employee)

Steven Young – Operations Manager 
Interactive Distribution | 973.571.2220

Additional references will be available upon request. 
