
	Jenna Hopp
	720-975-3112

	
	J.L.Hopp83@gmail.com


1374 S. Fulton Way G202 ~ Denver, Co 80247
Detailed and focused administrative assistant who excels at prioritizing, completing multiple tasks simultaneously, data entry and following through to achieve project goals. Seeking a role of increased responsibility and authority.
Highlights
	· Excel spreadsheets, Word, Outlook
	· Meticulous attention to detail

	· Typing (65 wpm)
	· Self-directed

	· AS/400
	· Dedicated team player

	· Order processing/data entry
	· Filing, faxing, email, answering phone

	· Patient charting, front desk
	· Medical terminology


	EDUCATION

Associates of Applied Medical Science                                                                                                    2008
Heritage College Denver, CO
Associates of Science                                                                                                                                 2014
Community College of Denver

Experience

Staples Advantage Corporate

Aurora, CO

Administrative Assistant                                                                            02/2014 to Current
· Received and screened a high volume of internal and external communications including email and phone

· Placed orders, track orders, processing order quotes, and faxing, emailing and sending invoices to customers.

· Made copies, sent faxes and handled all incoming and outgoing correspondence.
The Premier Group/PRG

Greenwood Village, CO


Administrative Assistant/Data Entry                                                          12/2013 to 01/2014
· Verified that information in the computer system was up to date and accurate.

· Eliminated outdated records by sending the records to be scanned.

· Complied statistical information for special reports

· Managing directory listings in Oracle.

· Processing data in various computer systems and entering into excel spreadsheets for further review
	


News America Marketing

Denver, CO


Administrative Assistant/Merchandising                                                     11/2009 to 06/2011
· Created and maintained spreadsheets using advanced Excel functions and calculations to develop reports and lists.

· Working closely with retail stores that carried our products and making sure they were displayed properly with correct pricing and correct signs.

· Traveled to various stores and took inventory on our products and reported back to main office.

