Email: bmusichappy@yahoo.com | Tel: 303.521.4252 
BRIAN  L  MUSICK          
“Brian is a professional. He is very detail oriented and his productivity and accuracy are second to none”
Skills

Cash Handling                                          Communication                            Ten Key (17,000kph)
Dependable                                               Interpersonal                                 Problem Resolution
Trainer                                                      Computer                                      Time Management

Experience

        Experience
        Administrative Assistant

· Prepared items received from the mailroom and clearing sections according to pre-defined standards

· Balanced, endorsed, and encoded checks for the daily deposit

· Demonstrated ability to digitally image all documents and checks

· Uploaded data to the mainframe utilizing the UNISYS DP 250/500 Remittance Processing system

· Created, balanced, and transmitted daily summary reports to support internal systems (pipeline)

· Responsible for prioritizing, loading, and trouble shooting transport machines while resolving all errors on the cash desk
· Exceeded workload statistics and departmental standards while maintaining the lowest error rate in the department  

Trainer
· Provided training to 20+ permanent and temporary employees to ensure company standards were honored
· Assisted temporary employees with training and problem resolution while remaining a resource and mentor to department staff
· Administered assistance for locating errors and discrepancies on the cash desk for Annex and Pierce cashiers
Work History
Contract                                                                                               10/2007 - present
Administrative Assistant II    Colorado Department of Revenue      07/1995 – 10/2007

Education

A.A.S. Degree / Banking      Des Moines Area Community College       1980 - 82 
