Mary Elizabeth Ridenour








Home:  317.272.0711
8566 Captain Drive, Avon, IN 46123 
       2003mer@gmail.com


Mobile: 317.507.6473
OVERVIEW
· Notary Public

· Accomplished manager of A/R, Executive assistant and Receptionist capable of handling a wide range of functions, consistently producing top-quality work. 
· Possesses the highest degree of integrity, supported by a flawless record of maintaining confidentiality.
· Enhanced the performance of executive team by expertly anticipating and attending to management tasks.
· Proactive, take-charge professional with over a decade of success providing support to executive staff and senior managers. 

· Dependable and capable of working effectively in a fast-paced environment, prioritizing tasks and meeting deadlines.
· Excellent interpersonal skills, strong initiative, attention to detail, and follow-through skills.
EDUCATION
· Palm Beach C.C./Palm Beach Gardens, FL. Business classes 91, 94 and 96.
· Freddie Mac, Atlanta, GA.  Midanet, mortgage trading software, 1995.
· Fannie Mae, Atlanta, GA. Mornet, mortgage trading software, 1995.
· Lantech, Indianapolis, IN. PowerPoint. 2003.
· Etiquette training for today’s business & Effective communication. Online, 2004.
· Career Building Skill-Path certification 2005.  Managing difficult people.
· Career Building Skill-Path certification 2005. Conflict Management skills.
· Warren Central High School, Indianapolis, IN. High School Diploma.
· Walker Career Center, Indianapolis, IN. Radio Broadcasting, obtained license. 
CAREER ACCOMPLISHMENTS
· Experienced with IP Telephony networking; Cisco 7960 series.
· Microsoft Dynamics Great Plains
· Experienced with word processing, database management, and spreadsheet programs including; Windows XP, Microsoft Office, Word, Excel, PowerPoint, Outlook,  Access,  Lotus123, WordPerfect, FiServ, FiTech, Telerate and Bank Rate Monitor, Lotus Notes, Lotus Approach, 
· Orchestrated trade shows and marketing events.  Created marketing packages for customers for mass mailings, created weekly specials regarding new products and lock-ins.  Managed over 100 mortgage brokers updating and implementing new procedures and product information.

· Created and maintained excellent relationships with Builders, Realtors, Lenders, Vendors, Clients, Shareholders, top executives and general public by using my professional demeanor and customer service skills.
· Developed a tracking system of locked loans to ensure the delivery and fulfillment of investor commitments.  Eliminated non-essential tasks to improve the integrity of management reports.  
· Created monthly funding report ensuring the accuracy of closed loan volumes and commissions. 

· Organized the filing system to facilitate document retrieval and minimize time searching for files.
PROFESSIONAL EXPERIENCE
RealMed Corporation, Indianapolis, IN








1/2006 to 3/2010

Small Group Business – Accounts Receivable assistant / Executive Assistant

·  Managed Accounts Receivable for the Small Group Business.
·  Contacted clients to collect on past due balance and ensure they are current on payments.
·  Worked closely with Accounting Department to ensure A/R needs are being met for SGB clients.
·  Completed End of Month reporting for SGB team.
·  Worked help desk tickets for new client additions/cancellations.
·  Field calls from clients regarding account balance and A/R questions.
·  Worked closely with team to ensure clients are being charged appropriately.
·  Managed credit card transactions for company using Transfirst administrative payment portal.
·  Ensured subscription agreements are complete and signed by legal.
·  Provided Executive Assistant duties for the Vice President of Small Group Business. 

·  Assisted CFO & Controller on accounting items for Small Group Business.
·  Worked directly with Internal Development team on design updates to internal client management software for better use for all teams

·  Worked directly with Vice President of Small Group Business, CFO, Controller, CEO & Corporate Council on quarterly and yearly reports and
 market trends.
INAir Aviation, Indianapolis, IN

Purchasing Manager










 10/2005 to 1/2006

· Using ILS, research pricing from Airlines and Avionic companies to price piece parts for unit repairs.  

· Calculated work orders for customer approval.

· Purchased:  Airplane components from vendors, office & work shop supplies, and business cards.
· Fulfilled work orders with current inventory.

· Managed inventory to ensure proper quantity
· Using Lotus Approach, updated inventory, prepared Purchase Orders.

· Negotiated pricing with vendors.
Lantech of America Inc., Indianapolis, IN


          





11/2001 to 8/2005
Executive Assistant / Receptionist
· Provided administrative support for the executives which included:   Founder-President / CFO / COO / Executive Vice President and Vice President.
· Prepared and maintained departmental information including expense reports.

· Coordinated the purchase/lease of new office equipment. 

· Maintained excellent working relationships with customers, vendors and staff.

· Created and maintained spreadsheets on technology trends and inner office pipeline reports including GP comparisons of fiscal years.

· Office support:  Ordered office supplies, business cards and letter head / maintained postage machine, copier, fax, printers and vending machines.
· Created and bound presentations and confidential documents.
· Prometric Test Center Administrator, administered exams to test candidates.
· Ordered executive lunches and dinners. Planned staff outings and holiday parties.

· Marketing support: Responsible for generating mass mailing campaigns.
· Investigated and researched prospective clients and vendors. 
· Office Mates 5, Indianapolis, IN - 11/2001 to 2/2002 Receptionist: Temporary to permanent position at Lantech.  Answer phones, Test center administrator, order supplies.  Hired as Lantech employee in February 2002.
RealMed Corporation, Indianapolis, IN








 9/1999 to 9/2001

Communications Specialist
· Extremely professional setting, professional demeanor required and maintained.

· Interactions with high-level individuals such as shareholders, board members, mayoral, gubernatorial and top executives of major corporations.
· Using a Meridian Digital Nortel Network M39 series switchboard, answered incoming calls for a staff of 200.  
· Screened calls for executive staff. 
· Back up for Executive Assistants; creating and mailing letters for executive team.

· Responsible for coordinating and booking requests for corporate conference facilities, including special equipment needs.
· Ordered supplies, business cards, letter head, and employee name plates.
· Organized breakfasts, luncheons, dinners and outings for executive team.

· Made travel arrangements for out of town clients, including limo service to and from airport.

Custom Mortgage Inc.  Indianapolis, IN


 





9/1998 to 7/1999
Funding Manager

· Worked directly with CEO and CFO in all accounting aspects for the company.

· Ordered funds from warehouse lender for all conventional and government loans.
· Calculated and balanced all accounts for daily journal entries.
· Managed and balanced the monthly assets and liabilities.

· Ensured the functioning of corporate accounting within the company guidelines.
· Managed the distribution of funds credited and debited in the warehouse bank.
Arthur Andersen / Andersen Consulting, Indianapolis, IN







8/1997 to 9/1998
Receptionist

· Professional setting, professional demeanor required and maintained.
· Using a Meridian Digital Nortel Network M39 series switchboard, answered all incoming calls for a staff of 400.
· Directed and screened calls to partners and managers.
· Scheduled meeting rooms, made travel plans, planned luncheons and special events.
· Using Microsoft Word created letters for Partners and Managers.
Fidelity Federal Savings Bank, West Palm Beach, FL







8/1995 to 1/1997
Secondary Marketing Specialist

· Managed all secondary marketing operations.
· Worked directly with Sr. VP’s in daily activities.
· In charge of pipeline management.  Held monthly meetings to ensure each department heads had a full understanding of procedures.
· Interviewed potential investors.

· Prepared legal contracts with investors, negotiated investor contracts.
· Created daily rate sheet.
· Locked in mortgages and sold to investors.
References Available Upon Request
