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Summary

Created static and dynamic interfaces using HTML, DHTML, CSS and JavaScript. Working knowledge of Dreamweaver, FlashMX 2004, JavaScript, CSS, FrontPage, Active Server Pages, VBA, Visual InterDev, HTML, database-to-Internet Delivery systems, Microsoft Access, SQL Enterprise, Quark Express, and Adobe Photoshop. Able to work well with cross-functional teams such as Project Management, Product Marketing, Development, QA, Release Management. Experience in Internet technologies and Web site management with design and maintenance responsibilities.  Providing 20+ years of profession administrative support.

Professional Highlights

Technical Experience

· Created and managed over 1000 pages and 3000 products for US, Europe, and Japan internal and external websites. Responsible for numerous business process enhancements using MS ACCESS 2000 and ASP.· StoreFront E-Commerce Website - developed and administered 50 product shopping cart Intranet website using IIS 4, ASP and FrontPage 2000· Human Resources Employment Web Database – Adapted and customized a IIS 4 web application using ASP 3.0 and MS ACCESS 2000, that allowed Human Resources to add, edit, and receive resumes via the online “upload your resume through your web browser” feature.· CVG Searchable Database - Designed and developed a 3000 part searchable database for European division.· Payroll Input Database – Designed interface using MS ACCESS 2000 to facilitate customer with a more efficient method to input employee hours for export into ProBusiness backend for payroll.

· Developed process tracking system using MS ACCESS 2000

· Developed and created a Day-Trading website with a full feature, on-line student registration using MS ACCESS 2000 AND MS FrontPage.

· Designed, deployed and maintained several company websites; Adams Steel, Toxco, Lithchem, Foxfire Restaurant, Medical Spa Source, Water Fountain World, Pedicure Chair,  Interstate Design Industries, Mother Pearl Justice, Dr. Raymond Hansink Ph.D. Neurofeedback and Psychotherapy and SummerBacon.

· Planned, coordinated, implemented and maintained Internet based operational and accounting management software. 

· Developed company’s commercial real estate database using MS ACCESS 2000. Provided centralized up-to-date information for immediate access by property managers.

· Troubleshoot computer, e-mail, and internet related issues

· Process Improvement

· Testing, Submission and Tracking Web Pages

· E-commerce, shopping carts, HTML, CSS, JavaScript, DHTML, Crystal Reports, SQL, Access, SQL Enterprise, ASP, VBScript

Administrative Experience and skills

· 20+ years experience in VP Administrative support, correspondence, travel arrangements, minutes, and various day to day administrative activities

· Managed and supervised commercial real estate office staff consisting of 4 clerical personnel and 9 brokers

· Customer service and resolution of online user account billing and system accessibility issues

· Typing: 100 wpm

· Shorthand: 85 wpm
· Notary Public and Loan Signing Certified
Employment History

12/2003 –  10/2008
Web Developer/ Technical Analyst / Web Content Manager,Office Manager Interstate Design Industries, Corona, CA

1/2001 – 11/2003
VP Assistant / Technical Analyst / Web Content Manager, Meyer Properties,
Newport Beach, CA

4/1999 – 12/2000
Technical Analyst / Web Content Manager, Edwards Lifesciences, Irvine, CA

10/1998 - 4/1999
Administrative Consultant, Rainbow Technologies, Irvine, CA 

7/1998 - 10/1998
Technical Analyst / Web Content Manager, RVR Company, Newport Beach, CA 

1/1996 - 7/1998
Consultant, Meyer Properties, Newport Beach, CA

11/1993 - 12/1995
Admin. Consultant/ Web Content Manager, Adams Steel/Toxco, Anaheim, CA 
4/1991 - 11/1993
Admin. Consultant/ Project Coordinator, Liberty Information Systems, Anaheim, CA

Education

Riverside Community College  - Web Design – CSS – JavaScript  – 2002-2003 [on-going education – working towards CIS degree]

Saddleback College - Flash - 2003
Visual InterDev  - Certification - 9/2001

VBA – Certification - 3/2001
Fullerton College CA – Fullerton

Rio Hondo College CA – Whittier - Associate Degree

3.80 GPA in Paralegal and Business Studies
