Lisa Graves
 Roanoke, VA  24018                 (540) 314-7824                 lgraves@smboutsource.com


Qualifications Profile:
(
Highly motivated administrative professional with the ability to accept, as well as delegate responsibility

· Exemplary abilities in managing multiple demands simultaneously under pressure

(
Productive problem-assessment and problem-solving skills with excellent decision making ability 

(
Extremely flexible and adaptable to changing corporate needs; dedicated team player

(
Proficiency in creativity, writing, typing, proofreading and public speaking

(
Computer literate; familiar with Microsoft Office and other mainstream software
· Strong customer service and communication skills;  amazing organizational skills
(
Outstanding track record of performance and attendance; a friendly, trustworthy, dependable individual 
Software Knowledge:

Microsoft:  Windows, Word, Excel, Power Point, Publisher, Outlook Express

Other:        Quicken, QuickBooks, Scan Wizard, Adobe PhotoShop CS3, Word Perfect, Visio, Lotus Notes, Internet Explorer
Affiliations:

· Active member of Fellowship Community Church in Salem, VA

· Board Member for Southwest County Women’s Lacrosse Team

· Affiliate for Register.com, a website hosting company
· Affiliate of Roanoke Valley Association of Realtors
· Commissioned Notary for Commonwealth of Virginia
Professional Experience: 

2005 – PRESENT
Self-Employed, Owner of



SMB Outsource  ~  Roanoke, VA (www.smboutsource.com)
· Design logos, business cards, brochures, invoices, postcards and websites for clients via Adobe PhotoShop CS3
· Set-up and maintain QuickBooks records for clients, including payroll aspect
· Set-up and maintain on-line bill pay for clients with various banks
· Provide accounts payable services for clients, including set-up and maintenance of tax filings
· Make deposits and balance monthly bank statements for clients

· Set-up and organize filing system for clients

· Provide month-end invoicing for client’s customers as well as my own clients
· Review resumes for clients and interview candidates to pre-qualify for open positions
· Set-up and maintain calendars for clients

· Rental property management for landlords

· Take calls for clients and text and/or email them messages which they can respond to at their convenience
2003 - 2005
Office Manager and Executive Recruiter
Valor Partners ~ Roanoke, VA  (www.valorpartners.com)
· Reviewed and corrected candidate’s resumes 
· Scheduled interviews between hiring managers and candidates
· Maintained database of companies, candidates and positions
· Acted as Assistant to the President:  answering calls, maintaining calendar, scheduling appointments, etc.

· Opened all incoming mail, sorted and distributed accordingly

· Handled all accounts payables via QuickBooks including payroll and tax filings
· Sent out invoices to clients and handled accounts receivables, including making deposits
· Interviewed candidates for positions within our office

· Cold called executives in effort to recruit for positions we needed to fill for our clients
· Acted as liaison between hiring managers and candidates
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2001-2002
Department Coordinator 

Aug-Aug

Edwards Lifesciences (FORTUNE 500 Company) ~  Irvine, CA
· Assistant to the Director of Quality Engineering and his 40 member team

· Scheduled calendars, meetings, luncheons,  conference calls, travel arrangements, training classes, vacations, 

facilities requests, computer maintenance and interviews

· Managed office supplies, capital expense requests and purchase requisitions

· Created memos, letters and Power Point presentations

· Maintained budget reports and investigated questionable charges

· Compiled and processed expense reports,  petty cash reports and check requests

· Maintained check-out log for equipment and training materials

· Organized monthly team building events

· Provided new employee orientation
· Taught aerobics class during lunch at company fitness center
· Worked on pilot program with Human Resources to develop efficient and cost saving program to recruit new employees

RECEIVED AN AWARD FOR OUTSTANDING SUPPORT TO DEPARTMENT FROM SENIOR MANAGEMENT
2000-2001
Executive Assistant to the President 

Oct-Jul

E-Commerce Processing Corporate Office ~  Irvine, CA (Company went out of business)

2000

Executive Assistant to Senior Director

Jun-Oct 

EurAupair Headquarters  (Temp-to-Hire, wasn’t challenging enough for me) ~   Laguna Beach, CA

1997- 2000
Lived in Giebelstadt, Germany due to my husband’s military career.  Worked various part-time jobs.
1995-1996
Government Contracts Coordinator, BURNHAM SERVICE CORPORATION, Columbus, GA
1994-1995
Secretary and Systems Operator, THE MEDICAL CENTER, Columbus, GA
1992-1994
Self-employed, TRUSTWORTHY SERVICE COMPANY, Salem, AL
1983-1991
Various Positions, SYNOUVOUS FINANCIAL, Columbus, GA
 Education & Professional Training:

1995

The Exceptional Assistant Seminar, Sheraton Hotel, Columbus, GA

1995

Certified Professional Mover Program, Burnham Service Corporation, Columbus, GA 

1989-1990 
Writing Skills, Columbus Technical Institute, Columbus, GA

Professional Proofreading, Editing and Writing, Columbus Technical Institute

Business English & Communication, Columbus Technical Institute

1986 

Money and Banking, Chattahoochee Valley Community College, Phenix City, AL
1986 

Successful Stress Management & Time Management Seminar, Hilton Hotel, Columbus, GA 

1985

Principles of Banking, Chattahoochee Valley Community College, Phenix City, AL
Volunteer Work:

Yearly

Since 2005, work at Community Celebration Day in Salem, VA

Yearly

Since 2005, cook dinner for Operation Turkey Drop on Thanksgiving
Quarterly
Since 2009, on show night take up tickets with my teen daughter at Roanoke Children’s Theater
Quarterly
Since 2006, clean church with my small group
2010

Serve on Fundraising Committee, work concessions and work fund raising events

2010

Maintain website for Southwest County Women’s Lacrosse Team
2005-2008
Sold concessions and novelties at gymnastics meets
2004

Sunday School Director for New Century Community Church

2003

Assisted the Executive Director of Acts 2 Ministry and Care Group Leader for our Sunday School Class

1997 – 2000
Military’s Family Support Group, volunteered time or food for fund raising events

1998

Gathered information, designed, wrote and published monthly newsletter for military commander

1997-98

Taught free aerobics classes at military fitness center

1995-96

Served on the Muscular Dystrophy Fund Raising Committee

1988-92

Served as volunteer Youth Director for my church for seven years

1986-91

Worked with Salvation Army on the Adopt-A-Family Program






