Kathryn E. Hinrichs

Phone: 303-478-0541 • E-mail k_hinrichs16@msn.com

OBJECTIVE: TO GAIN EMPLOYMENT AS AN ADMINISTRATIVE ASSISTANT, SECRETARY OR RECEPTIONIST  WHERE I CAN UTILIZE MY SKILLS AND EXPERIENCE TO BENEFIT THE ORGANIZATION.

SKILLS: FRONT DESK DUTIES, WORD PROCESSING, MICROSOFT OFFICE, ASSIST ACCOUNTS RECEIVABLE MANAGER, 80 WPM TYPING, 10-KEY, CASHIER AND CUSTOMER SERVICE IN A RETAIL ENVIRONMENT.

QUALIFICATIONS: STRONG WORK ETHIC SELF STARTER/QUICK LEARNER
DEPENDABLE/RELIABLE GOV’T SECURITY CLEARANCE. EXPERIENCE IN NON-PROFIT, BANKING, ENGINEERING, LABOR RELATIONS AND RETAIL EXPERIENCE.
									


WORK EXPERIENCE

[bookmark: _GoBack]2010 To Present HELM, LESS, SMITH & WILLIAMS ATTORNEYS. 303-424-4486
Receptionist/Front Desk.  Data Entry entering attorney’s time slips using Timeslips program, answer telephones and direct calls for attorneys and staff, open and distribute mail, assist Accounts Receivable Manager with monthly billing, order office supplies.

2000 - 2009 COLORADO SYSTEMS COMPANY INC. (CSCO) 303-288-3153. Steve Lunnon, Owner.  Administrative Assistant. Create and modify documents using Microsoft Office. Enter information into Fox Pro - American Contractor. Obtain City and County building permits, maintain current contractor licenses, and maintain proper documentation. Request building inspections and obtain licenses from the appropriate government agencies. Assist with payroll and billing. Maintain hard copy and electronic filing system. Research, price, and purchase office furniture and supplies.

1996 – 2000 F.A.C.E.S. -Family Advocacy, Care, Education and Support Administrative Assistant 3801 E. Florida Ave., #715, Denver 80210 Served as the Administrative Assistant for F.A.C.E.S. which is a non-profit community organization working to prevent child abuse. Provided administrative support to the Executive Director, Program Director, Bookkeeper and support staff.  Liaised with John Elway's assistant and agency staff to coordinate annual fundraisers for F.A.C.E.S. and the Elway Foundation. Created and modified documents using Microsoft Office. Supported staff in assigned project-based work. Scheduled and participated in board meetings. Coordinated bulk mailings.



