Kimberly N. Bates
9407 Tooley
Houston, TX 77031
713-777-1686 Home
713-598-8745 Cell

Objective
Highly competitive professional in pursuit of Bachelor of Arts in Business Administration who is seeking a position with aggressive growth potential.  Goals are to become a team member of a well-established firm with broad opportunities to employ analytical skills and excel.  

Work Experience

September 1999	Enron North America, Houston, TX
-Present	Administrative Assistant II- Support a Managing Director, Vice President and five directors.  Responsible for generating the monthly basis reports.  Complete all expense reports and SAP coding.  Pay all monthly invoices. Maintain department calendar. Arrange all travel arrangements for the desk and determine best travel.  Interact with all levels of management to schedule meetings and interviews.   Maintain Gas customer contact Database.  Organize and plan all customer outings for the east desk traders.  Generate RFP’s and proposals as needed.   Track daily volumes for mid-market desk.

May 1998-	American General Investment Management, Houston, TX
August 1999	Investment Operations Specialist- Supported two Senior vice Presidents and five other Vice Presidents and Bond traders.  Responsible for the input of daily trades and tracking them in the appropriate ACCESS databases.  Responsible for all confirms for the trades and calling all brokers and setting up new account information.   Maintained all Collateralized Debt Obligation files and generated quarterly Executive Summary.  Generated quarterly board report for Separate Account Mutual funds.  Prepared and distributed daily trade blotters.  Researched bond information on the Bloomberg market data system.  Handled daily compliance files and documents.

January 1998-	Sam Houston State University, Huntsville, TX
May 1998	Financial Aid Assistant- Supported three financial aid counselors and financial aid secretary.  Responsible for the file room and organizing all student files.  Generated and processed award letters.

May 1996-	Six Flags Houston, Houston, TX
January 1998	Office Clerk- Responsible for general operation of the guest relations office and operations office.  Obtained daily park counts.  Reconciled payroll issues and employee issues and corrective actions.  Dealt with confidential employee files and payroll information.  Handled all customer complaints and generated verbal and/ or written response. 
 
Skills

Proficient in Office, XMIM, SAP, Excellent Word, Excel, Access and Power Point skills, Internet.

Education

1997- 1998	Sam Houston State University, Huntsville, TX
Business	 Administration Major

1998- present	University of Houston, Houston, TX
	Business Administration Major

