	Diana M. Cooney

	602-418-5599 | diana5599@yahoo.com

	

	Executive Assistant | Bookkeeper | Office Manager



	Summary of Qualifications
	· High energy, positive outlook and pro-active approach to work. 

· Ability to multi-task, prioritize and balance competing deadlines. 

· Thorough attention to detail, polished, well-spoken and trustworthy. 

· Strong analytical, forward-thinking and problem-solving skills. 

· Possess solid computer skills with proficiency in Microsoft  Outlook, Word, Excel, PowerPoint, QuickBooks Pro, Word Perfect, Adobe Acrobat, Yardi Property Management and TurboTax
· Notary Public – State of Arizona (Commission number: 112922)

· Volunteer – Parenting Arizona; Animals Benefit Club; YMCA

	Professional Experience
	THE RYERSON COMPANY, LLC
	1998 - Present

	
	Office Manager / Executive Assistant to CEO / Bookkeeper

· Receive, monitor and respond to incoming calls and emails.  

· Read and prioritize all incoming correspondence; attach relevant supporting materials and respond with appropriate action.  Prepare and edit written correspondence, commun-ications, presentations and other documents on behalf of CEO.

· Manage and maintain CEO’s calendar, appointments, meetings and complex travel schedules.  

· Meet, greet and interact on behalf of CEO with investors, clients, staff and visitors

· Prepare CEO for meetings and provide support by attending and verifying notes, minutes and resolutions. 

· Create, prepare and edit marketing material, narrative, presentations, spreadsheets and other collateral pieces.

· Responsible for all broker and firm files; make sure all partners and entities are active with the Department of Real Estate and Arizona Corporation Commission.

· Responsible for CEO’s personal finances, management of multiple residences, budget planning, hiring and payroll process for domestic staff, expense reports and bookkeeping using Quickbooks Pro, including all confidential aspects of personal banking, recordkeeping for tax returns, and updating of financial statement.  Also managed phases of several personal residence construction projects for CEO, ranging from 3,400sf to 12,000sf, including a 12-lot subdivision and multi-million dollar estate in another state. 
	

	Professional Experience
	MUZZY PROPERTIES, INC.
	1995 -1998

	(continued)
	Property Management Assistant / Bookkeeper

· Responsible for all aspects of bookkeeping using Yardi Property Management software, including monthly tenant billing, accounts receivable and payable.  Assisted property manager with monthly duties, including rent rolls, accounting and narrative reports.

· Received and managed incoming calls and communications with tenants, vendors, subcontractors and investors.  Prepared written communications and correspondence.

· General office oversight of supply inventories and equipment procurement and contract maintenance. 

CHARLES M. WILMER, P.C.

Legal Secretary / Bookkeeper

· Transcription of dictation by sole practitioner and preparation of correspondence, pleadings and client billing. 

· Timely filing of court documents with appropriate clerks of court and applicable service of mailing to interested parties.

· Maintained docket calendar, including filing deadlines, depositions, hearings, meetings and client appointments for attorney.  Monitored internal controls for conflicts of interest. 

· Managed all duties relating to clients’ trust account, including individual client ledgers, receipt of insurance payments, disbursement of client checks, and payment of attorney fees for deposit into office general account.  Monthly reconciliation of all bank accounts, as well as quarterly and year-end payroll reports.

· Received all incoming phone calls from judges, hearing officers, insurance adjusters, medical providers, clients, witnesses and new business, with a prompt and appropriate action for each caller.

· Responsible for all office management duties, including maintaining filing system, ordering and inventory of supplies, stationery and materials, updating law library with current supplements, and keeping various licenses/permits current with applicable agencies.

	1976- 1986

  

	Interests
	· Faith – Member of Valley Church of Christ; Bible Class teacher
· Family – Married 26 years with three adult children.
· Fitness – Mountain Hiking and Recreational Cycling.
	

	References


	· Howard Muzzy, Property Manager – #602-799-5595
· Charles M. Wilmer, P.C., Attorney at Law – #602-241-9424
· Ron E. Estes, Former CFO, The Ryerson Company  – #602-708-3421
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