Carole Blevins
3327 W. 97th Ave. #14, Westminster, CO  80031
720-898-0681



  



caroleblevins32@gmail.com
Objective:

Seeking a position where I can utilize my skills, abilities, and expertise to support your organization.
Qualifications Summary:
Over 20 years’ experience as an administrative professional providing executive-level support, including travel arrangements, composing correspondence and reports, calendaring for staff, and file maintenance.  Also served as Records Manager with 8 years’ experience at the Environmental Protection Agency’s Denver Records Center, managing all remedial sites’ Superfund records under my administration.
Career Experience:

Part-time Cashier for 3 Retail Companies – February 2013 to Present
Part-time cashier with duties as follows:  handling cash and giving change, facilitating credit card transactions including procuring new credit cards, customer service, returns desk, self-service check-out.
Records Manager, ASRC Management Services – November 2002 to December 2010
Superfund remedial sites’ data management including receiving, data entering, filing and retrieval of Superfund correspondence and reports; archived older records to be forwarded to the Federal Records Center; received and answered contractor and customer requests regarding all remedial Superfund sites; performed complete site document inventory yearly for my Superfund sites; completed projects where a large amount of site documents were received and processed; worked with customer’s attorneys and managers regarding special requirements.

Administrative Assistant/Receptionist, NOWCC – August 2002 to November 2002

Served as administrative assistant and receptionist for the customer’s Human Resources Department.  Duties included filing confidential employee forms, answering phones, preparing correspondence, and other duties, as assigned.

Executive Assistant/Office Manager, Los Alamos Technical Associates – July 1999 to March 2001
Provided executive administrative support for the project manager and other managerial staff of the City & County of Denver’s Y2K program; composed correspondence and reports; performed all calendaring for the executive staff, as required; managed travel arrangements; attended bi-weekly planning meetings, and was responsible for preparing meeting minutes.  Also served as office manager, preparing reports, coordinating staff and visitors, and answering telephone inquiries.

Executive Assistant/Security Specialist, Rocky Flats Environmental Technology Site – Various Contractors – July 1992 to July 1999
Attended security clearance meetings obtaining high-level security clearances for eligible employees; served as Recorder at the Emergency Operations Center during site drills and exercises; performed file management.  Human resource duties included presenting training classes for new personnel, and exit interviews for departing employees; arranged travel for office personnel.

Education:

B.S. Organizational Management/Human Resources

Colorado Christian University, 1997
