MY ACCOMPLISHMENTS 

My success is measured by the success of my bosses, because I am offering them my services so I have to understand that it very important to have an excellent communication between them and myself, so is quite comprehensible that if am doing something in a wrong way. COMMUNICATION is the only way to solve any problem or to do anything better

I am very proud to work for Enron and very excited to collaborate to keep this excellent environment that we have and I am very excited and willing to learn as much as I can while I am staying here, always looking forward to find other ways to be efficient. 

Now I will try to explain to you what I did during the past sixth months.

As and administrative assistant / receptionist I have been supporting three people here, Matthew Duffy, Victor González and Marc Sabine as well I helped them with schedule appointments and handle follow-ups and reminders, Also I helped them with the incoming and outgoing calls, making photocopies and bind presentations for the customers as well, also I started helping Victor with the follow-up of CFE database for The Origination team presentations. I supported them on plan itineraries all their travel arrangements, such as to order plane tickets, always taking care to find the best rates on the market, hotel reservations, car rentals, caps from house/airport/house as well. Also have been doing  them all the expense reports and took care of been signed on time and been paid in a short period of time. I also make their plane ticket request to be paid by our accountant on time to the travel agency 

In addition to handling basic office functions, such as greeting a visitor and sorting the incoming mail or the administrative service I have been able to work independently and make more decisions within the scope of my individual responsibilities.

At the beginning of this 2001 year I started interviewing different Travel Agencies and decided which one is the best so we started working with BTI TRAVEL AGENCY to get the best benefits from them for all our executives and for the Company too, such as better rates on plane ticket, transportations, hotels, etc.

Right now I am dealing with AEROMEXICO to get Gold Membership Cards for the executives which gives them executive class on each ticket they might need without paying for the high class, just requesting them 24 hours an much more. 

I have been doing public relations work also with all kind of people that come here, I also delegate additional responsibilities requiring more intensive effort such as supporting all our visitors that come to have meeting here or the Enron people that come from Houston also, if they need any assistance on changing a flight or send a fax, make or print letters, order a fax or anything they might need I am here to help them always.

Also I am in charge of all the administrative systems here. Tried that we had all the necessary in the office such as to order offices supplies, check stock of them twice a month, I have had full responsibility to have all the necessary stuffs as are to keep full of water, cokes and cookies. I purchase equipment and supplies.

I tried to solve every problem that we had inside the office such as to get the access to our main door when is down and call to our security console department in Houston to fix it as soon as possible, I had control on change the new reader that we have today, such as change all the badges to everybody notify the security control is we needed more readers I notified to our people in Houston that whenever they come they will use them here also. 

I now I can be better on the thinks I have been doing since I came here. I am positive to learn as much as I can and to do my best to be a good element for Enron and looking forward so have more responsibilities while I work here.

Grace Pérez

