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December 2025 
 
To whom it may concern,  
 
 
 
I create order out of chaos. 
 
I have a Bachelor of Science degree in Business Administration Management and have worked in 
executive, corporate, business administration for over 20 years, and I excel at what I do.   
 
 
I am highly experienced with word, excel, outlook, powerpoint, publisher, MSProject scheduling, 
sharepoint, and other office suite programs, as well as adaptable to corporate specific programs 
such as MAS90, Quicken, TetraLinx and whatever other corporate-specific program is required.    
 
My experience with Global Corporations includes Tetra Tech Inc., Rolls Royce Aircraft Programs, 
B/E Aerospace, and Eastern Airlines.  I have also worked for Western Area Power Administration 
and locally, SRD Engineering, Advanced Earth Sciences, JDCH Custom Homes, Brutoco 
Construction and Engineering, and Moulton Niguel Water District. 
 
I have strong organization & computer skills, and high energy & enthusiasm.  I also am a creative, 
result oriented, highly motivated, highly (sometimes overly) focused, self-starting professional 
with advanced administrative experience; primarily in aerospace, government, engineering, & 
construction, and I apply that experience effectively & efficiently with minimum or no supervision.  
 
I have been working temp to perm throughout my career and love the opportunity to get to know 
a new working environment, as well as the opportunity for a company to determine whether skills, 
talents, and humor coincide with their established norms. 
 
I look forward to working with you for as long as my services are needed, and willingly cooperate 
with transitions when goals and strategies are accomplished. 
 
Sincerely, 

Shelly Collins  
Shelly@CollinsCorp.Biz 
Bachelor of Science ~ Business Administration, Management 
657 230 7330 
 

Brief Work History 

• Moulton Niguel Water District 
• James David Custom Homes 
• Rushmore Group / Settlement Masters 
• Advanced Earth Sciences 
• Tetra Tech BAS 

• B/E Global Aerospace Services Group  
• Fairmont Private Schools  
• Rolls Royce Inc Aircraft Programs 

• Eastern Airlines 

• Western Area Power Administration 

https://www.mnwd.com/
https://jamesdavidcustomhomes.com/
http://www.rushmoregroup.com/
https://thesettlementmasters.com/
https://aesciences.com/
https://www.tetratech.com/experts/christine-mejia-arbogast-discusses-meeting-the-needs-of-the-solid-waste-industry/
http://www.beaerospace.com/
http://www.fairmontschools.com/
http://www.rolls-royce.com/northamerica/na/markets/civil_aerospace/
http://en.wikipedia.org/wiki/Eastern_Air_Lines
https://www.wapa.gov/


SHELLY COLLINS  
Shelly@CollinsCorp.Biz | 657 230 7330  Anaheim/North Orange County California 
 

Dynamic administrative, operations, and accounting management services for top global corporations, primarily in aerospace, 
government, engineering, education, & construction. Creative, flexible, resourceful, innovative, accurate, accountable, fun, & fast 

SKILLS 
• Accounting support: payables, receivables, payroll, billing, and reporting. 
• Efficient and effective organizational and time management skills.  Maximum productivity with minimum assistance. 
• Event coordination as needed. 
• Marketing support: Constant Contact email campaigns & websites, powerpoint media clips, website builders 
• RFQ/RFP bid development, editing, outreach, research, analysis; bonds, insurance, printing, assembly, submission, & follow-up. 
• Systemize & Streamline processing for increased productivity in less time, and overflow control. 
• Team Player – represent organization professionally, create synergy, allow executives to do what they do.  
• Travel coordinator: hotel, air, and transportation. 
 

TECHNOLOGY 
• Bidding: Public Purchase, BidSync, BAVN, PlanetBids, etc. 
• Database Information Management programs including DIR reporting, MLS research etc.   
• Financial tracking programs: Corporate specific accounting & investment management programs (Capital Group, B/E 

Aerospace), Oracle, QuickBooks, Quicken, PMPortal (Tetra Tech), and Mas90 (accounting). 
• MS Office:  Word, Excel, Outlook, Powerpoint, Publisher, Printshop, Project, Visio, etc. 
• Software installation and Operating Systems management, basic IT troubleshooting, some social networking 
• Adaptable to a variety of MS Office & general programs i.e. AdobePro, Hightail, etc.  as needed.  

INDUSTRIES 
Engineering–Aerospace, Civil, Environmental, Hydroelectric: Finance-input management/reporting, streamlining & structuring: 
Construction / Real Estate- office management, bidding, contracts, research, & analysis: Education-college/schools 

 
MANAGEMENT EXPERIENCE 

Insurance Compliance (Temporary) May – August 2024 
Moulton Niguel Water District Laguna Hills 
Coordinate with Sr Contract Manager to update over two hundred insurance policies for various projects.  

Operations Manager – Accounting  Jul 2023 – Jan 2024 
James David Custom Homes Irvine California 
Accounts management, payables, receivables, billable capture, digital processing.  Resolved severe accounting lockup.  

Executive Coordinator – Administration/Marketing/Advisor Services Jun 2021 – Oct 2022 
Rushmore Group / Settlement Masters  Newport Beach California 
Constant Contact marketing promotions, website building, advisor coordination, technical support, general admin & scheduling. 

Office Manager – Administration/Accounting Feb 2016 – Sep 2020 
Advanced Earth Sciences  Irvine California 
Updated administrative and accounting processing of specialized geological corporation.  Proposals & reports. 

Project Coordination-Concrete Pours Management/Vaults (Temporary) Oct 2015 – Dec 2015 
Underground Construction  Chino Hills California 
Coordinate cement pours with superintendents, foremen, suppliers, engineers, and senior project manager.  Ensured correct 
mixes (ftb, cap, slurry), coordinating services (inspectors, surveyors, washout, pumps, dig alert, etc.), & deliveries to multiple 
unmapped & mobile locations; streamlining a complex process.  – SCE TRTP Undergrounding (Tehachapi Renewable Transmission Project)  
 

Executive Admin to VP SW Dept & team Jun 2008 – Sep 2014 
Tetra Tech BAS Inc.  Diamond Bar California 
Joined BAS, helped transition to corporate standards, designed to empower executives with self-administration. 
• Software – Maintain training on Tetra Tech systems: i.e. PM Portal, Travision, Oracle, and Tetra Linx. 
• Bid development research, printing, assembly, submission, and post-bid as needed. 
• Licensing – NCEES processing to extend engineering licensing to other states and territories. 
• Reporting – Design, edit, update, format, and finalize various client engineering design/permit reports.   
• Travel coordination utilizing corporate travel services. 
• Accounting – draft billing summaries, update, research, finalize as needed.  Expense claims $100K+. 
• Coordination – Event support.  Meetings – venue, catering, presentations, a/v, etc.  Communications, scheduling, & document 

control for VP, multiple Project Manager/Engineers, surveyor, CADDs, & designers.  

mailto:Shelly@CollinsCorp.Biz
https://www.constantcontact.com/
https://www.hightail.com/
https://www.mnwd.com/
https://jamesdavidcustomhomes.com/
http://www.rushmoregroup.com/
https://thesettlementmasters.com/
https://rushmore-private-client-group.constantcontactsites.com/
https://settlementmasters.constantcontactsites.com/
https://settlementcpa.com/
http://www.aesciences.com/
http://www.undergroundconstruction.com/
https://www.chinohills.org/1115/TRTP-Undergrounding
https://cordobacorp.com/projects/chino-hills-underground/
https://www.tetratech.com/en


Shelly Collins 
Shelly@CollinsCorp.Biz / 657 230 7330 

 

EDUCATION 
2010-2014 B.S. – Business Administration/Management (Summa Cum Laude) – Westwood College 
1996 –present Licensed Real Estate Broker – 01209711 
 
ONLINE 
Website CollinsCorp.biz  
LinkedIn https://www.linkedin.com/in/shelly-collins/   
 

HISTORY 
Executive Administrative Support – Executive Team (Temporary 1.5wks) Mar 2015 – Jun 2015 
Claremont Institute  Ontario California 
Initially to help coordinate a dinner event, expanded to over 700 participants.  Retained to catch up on various tasks neglec ted in 
preparing for event.  Database management, report modifications, client tracking and communications, publication distributio n.  

Receiving Manager & Accounting Support (Temporary) Jun 2015 – Jul 2015 
Link4Corp  Yorba Linda, CA 
Managed complex receiving process and assisted in correcting inventory discrepancies.  Accounting – payables processing.   
Documented executive management strategy sessions with president and senior advisors.  Coordinated transfer of power 
back to office manager after extended vacation.   

EEO Officer, Admin, Bid Proposals & Contracts 2006 - 2007 
Brutoco Engineering & Construction (permanently closed) Fontana California 
EEO compliance with Department of Labor, including harassment training & monitoring.   Proposal & contract processing.  
Training coordination & incident reports. Event coordination: conferences, expo, golf tournament, etc. (Paul Von Berg, VP) 

Executive Admin to the President, CFO, & Engineering team (Temporary maternity leave) 2004 - 2006 
SRD Engineering Inc. (permanently closed) Anaheim California 
Standardized department processing including summary reports reflecting current status of operations.  Accounting: posting, 
aging, certified payroll tracking/compliance (Mas90 & ComputerEase). Processed $1M in supplemental contract ‘extra 
work’ in one year.  Proposal processing, delivery, submittal, documentation, and reporting.  

Realtor & Administrative Consultant 2001 - 2004 
Professional & Family Services Anaheim California 
Real estate sales, private investing, family expansion, & temporary professional administrative services. 

Executive Admin to the President 2000 - 2001 
Fairmont Private Schools Anaheim California 
Modified the executive department from family-traditional to corporate ready operations in order to transition six campuses 
into a replicable, competitive, international chain, utilizing organizational systems management, and interpersonal skills.   
Executive team liaison President, COO, V.P.’s, & campus directors. 

Customer Service / Flight Spares Dept 1998 - 2000 
B/E Global Aerospace Services Group Orange California 
Awarded for coordination of cost, labor & certification information, establishing a pricing catalog and eliminating 
department reporting errors.  Automated & systemized a department still operating manually.  Investigated & resolved order 
& status discrepancies, i.e. production, shipping, scheduling, & defects. 

Executive Admin to Regional Manager 1989- 1995 
Rolls Royce Inc Aircraft Programs  Long Beach California 
Organize, systemize, & transition field office to satellite base for VIP’s to network with MDC.   Liaison Rolls-Royce, BMW/RR, 
suppliers, & parent overseas companies – England Germany & USA.  Integrate/administer computer and communication 
programs to interface with overseas company(s).  Managed inventory, equipment, expense accounts, & local service 
agreements. Produced & distributed promotion materials, correspondence, & reports. Coordinate visitors: Travel/hotel/car 
(300+ annually), meetings, conferences, tours, & networking events.  Supervised & trained assistants as necessary.   
Prioritized & delegated assignments.  Analyzed productivity. 

Executive Admin – Deputy Area Manager 1985 - 1988 
Western Area Power Administration  Salt Lake City Utah 
General administration and technology support.  Started assisting with presentations and accounting. 

mailto:Shelly@CollinsCorp.Biz
https://www.collinscorp.biz/
https://www.linkedin.com/in/shelly-collins/
http://www.claremont.org/
http://link4corp.com/
http://www.fairmontschools.com/
http://www.beaerospace.com/
http://www.rolls-royce.com/northamerica/na/markets/civil_aerospace/
https://www.wapa.gov/Pages/Western.aspx




Excel 2016 - Advanced
Report Name Shelly Collins
Email/ID  1020806665
Date  11/04/2022
Test Version  1.0

eTicket number 5429743878618102797
Time  18:44:00
Time Taken  00:20:00

 

Performance Overview

Report Score This account's Score
(out of 16309)

 
All recorded Scores
(out of 11085)

Performance Compared to Other Test Takers

Percentile Ranking   99   

Performance Analysis

Levels

Basic - 1 (total 1)   

Intermediate - 1 (total 1)   

Advanced - 28 (total 28)   

Topics

ANALYSIS - 11 (total 11)   

EDITING - 2 (total 2)   

FILE MANAGEMENT - 2 (total 2)   

FORMATTING - 5 (total 5)   

GRAPHICS - 2 (total 2)   



PRINTING - 2 (total 2)   

TOOLS AND AUTOMATION - 6 (total 6)   

QUESTIONS

Q# Report Name Status Time(Sec) Level

ANALYSIS

1 Excel 2016 Use 3-D Cell References 31 ADV

2 Excel 2016 Create PivotTable 17 ADV

3 Excel 2016 Add a Slicer to PivotTable 22 INT

8 Excel 2016 PivotTable - Field Headers 102 ADV

9 Excel 2016 Average 33 ADV

10 Excel 2016 Goal Seek 100 ADV

11 Excel 2016 Display Autofilter 14 ADV

12 Excel 2016 Sort on Multiple Fields 27 ADV

14 Excel 2016 PivotTable - Move Fields 9 ADV

19 Excel 2016 PivotTable - Change Report Layout 29 ADV

24 Excel 2016 PivotTable - Add Timeline 17 ADV

EDITING

4 Excel 2016 Fill Cells with Labels 7 BEG

13 Excel 2016 Add Field 16 ADV

FILE MANAGEMENT

15 Excel 2016 Co-Authoring 36 ADV

16 Excel 2016 Encrypt a Workbook 16 ADV

FORMATTING

18 Excel 2016 Chart Style 19 ADV

20 Excel 2016 Worksheet Background 26 ADV

21 Excel 2016 Group Worksheets 135 ADV

22 Excel 2016 Format Grouped Worksheets 13 ADV

23 Excel 2016 Insert Subtotals 140 ADV

GRAPHICS

26 Excel 2016 PivotChart - Create 29 ADV

27 Excel 2016 PivotChart - Modify Type 26 ADV

PRINTING

5 Excel 2016 Print Selection 11 ADV

28 Excel 2016 Scale for Printing 10 ADV

TOOLS AND AUTOMATION

6 Excel 2016 Display Developer Tab 36 ADV

7 Excel 2016 Inspect Workbook 107 ADV

17 Excel 2016 Record Macro 51 ADV

25 Excel 2016 Data Validation 7 ADV

29 Excel 2016 Lock Cell 15 ADV

30 Excel 2016 Convert Text to Columns 28 ADV
















