
Cynthia Wills
Administrative Assistant

CONTACT
16 Red Cedar Drive
Columbia, SC 29229
8032617423
Harcynth1@yahoo.com
OBJECTIVE
As an Administrative Assistant, I manage a home office for my husband's small business. I am currently seeking an external position where I can utilize the skills I developed at Midlands Technical College. My goal is to become a valuable employee, gain opportunities to travel, and share my life experiences.
EDUCATION
Briarcliffe Business College
Lynbrook, NY
AD Executive Secretary
GPA 3.9

Midlands Technical College
Columbia, SC
GPA 3.9
KEY SKILLS
Excel
Access
PowerPoint
Document Production
Planning
Consolidating shipments
Submitting the Doctor’s orders
Assisting medical record
Bookkeeping
EXPERIENCE
Advent Health, Hendersonville, NC | Unit Clerk
January 2001-November 2018
 
Eckler Farms, Rutherfordton, NC | Office Assistant 
July 1995-January 2001

Hospice of Rutherford County | Receptionist 
JANUARY 1993 -JULY 1995
 
Mays Rest Home, Forest City, NC |Receptionist
SEPTEMBER 1992- JANUARY 1993

New York Express Import/Export, Inwood, NY| Receptionist/Bookkeeper
February 1991- January 1993
During my work experience, I took on several important responsibilities, including overseeing daily operations, managing office functions, ensuring timely payments to vendors, and submitting doctors' orders. I maintained compliance with financial data by keeping accurate records. These tasks represent just a few of the responsibilities I have had throughout my career.
COMMUNICATION
I helped train staff when new technology was introduced at New York Express. At Advent Health, I facilitated the seamless exchange of information and records between the medical records department and the psychiatric unit. Strong listening skills are crucial for effective communication. Additionally, sharing ideas and incorporating the suggestions of others are fundamental aspects of communication and collaboration.
REFERENCES 
Leroy Wills
16 Red Cedar Drive
Columbia SC, 29229
Manager Wills Distributing
803-479-0212
Harcynth1@yahoo.com

Sarah Maull
4 Thornwood Court
Arden NC 28704
404-271-4407
Social Worker/Counselor
Advent Health
mopheadsmom@gmail.com


