JULIA M. HECKART
1029 Dean Drive
Northglenn, CO 80233
[bookmark: _GoBack]Juliagulia53@hotmail.com
(303) 807-9071


OBJECTIVE: 	To be able to bring my extensive administrative and customer service skills to a company and become a valuable team player. 


EDUCATION:
			
University of Phoenix
			Class of 2006
			Degree Program:  Bachelors of Science in Business Management

			Northglenn High School
			Class of 1985
			Diploma


WORK EXPERIENCE:

4/2011 – Present	Arbor Tech Tree Services
			Office Manager/Scheduler
Duties Include:  Manage an office for a small Denver based tree service company, answering sales calls, scheduling of permanent and future jobs, organizing work crews, accounts payable and receivables, client database upkeep, miscellaneous office tasks. 

8/2006 – 4/2011	Full-Time Domestic Engineer
Duties Include:  Managing household responsibilities for a family of 4.  Transportation back and forth to school and various school related functions, upkeep of household, time management skills, communication skills required for dealing with various groups of people, financing and budgeting skills.


7/2002 – 8/2006	Tesoro Corporation
			Executive Assistant
Support services for the Vice President and 12 Managers of the Pipeline, Terminal and Trucking Division.  Duties included: organizing weekly and monthly functions for the Vice President of the department, maintaining and organizing appointments for the Vice President. Compiling data and organizing monthly data for Safety Manager to be used in a monthly meeting.  In charge of organizing and facilitating the monthly safety meetings for the department.  In charge compiling environmental data for the Environmental Manager on a monthly basis.  In charge of coordinating travel reservations for weekly and monthly visits to the satellite stations for the Engineers and Vice President.  Responsible for submitting monthly travel expense reports for the department managers and Vice President.  Organizing all aspects of the Annual Managers Meeting including individual travel reservations for 12 managers and satellite Station Managers.  General Office manager duties.
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SKILLS:

· Typing – 62 WPM
· Microsoft Office Package (2003, 2007, 2010): Word, Excel, PowerPoint, Publisher
· SharePoint computer system
· SAP computer system
· Internet
· Office equipment – copier, fax, phone systems
· Organization, Communication and Critical Thinking skills
· Customer Service Skills

 


REFERENCES:	Available upon request.
