Heather lytton
13453 Jackson Dr.   Thornton, CO 80241  720-499-3309 / 720-319-8703  h_lytton@yahoo.com
Administrative Assistant
A hard working, fast learning, dedicated employee looking to obtain a position where my skills will have a positive impact for my employer. I have a versatile administrative support skill set developed through experience as an office manager, administrative assistant and office clerk.
Offer advanced computer skills in MS Office Suite and other applications/systems.
Key Skills
	Customer Service
Human Resources
Payroll
Certified Payroll
Credit Card Reconciliation
High Confidentiality
	Spreadsheet & Database Creation
Accounts Payable/Receivable
Purchasing
1405s, OCIP, ROCIP
Expense Reporting
Flexible/Adaptable
	Shipping/Receiving 
Scheduling
Typing 50 WPM
DOT Regulations
MVR Records
Collections


Experience
	Brundage Bone Concrete Pumping, Denver, Co
	2012-2013


Administrative Assistant

*Certified Payroll – CDOT, Fed, EMars, LCP                
*Invoicing
*1405s, OCIP, RCIP reporting	                            
*Create Quotes
*Employee Payroll			             
*Maintain Accurate Truck Files
*Branch Reconciliation				
*Employee Time Cards			             *Customer Service
*Data Entry
*Month End
*Bank Deposit

	

Embla Systems, Thornton, CO
	

2010-2012


RMA Processor

*Process incoming RMAs		                              *Inspection of incoming RMAs and documentation
*Perform outgoing RMA inspection                             
*Record and Maintain accurate records of all returns
*Process outgoing RMAs		                            
*Organize and maintain RMA Inventory with documentation
*Shipping and Receiving		                            
*Compile Reports 
*Customer Service 			             
*Data Entry

	
ADI Construction, Denver, CO
	
2009-2010


Office Assistant

*Customer Service 			           
* Front Desk - Greet customers / clients, answer phones
*Collect, Organize, and Scan Timesheets                 
*Research Government Jobs
*Burn Plans to Discs			           
*Run Errands
*Data Entry				           
[bookmark: _GoBack]*Distribute Payroll
*Incoming/Outgoing Mail
*Banking

	
Tuff Shed, Inc., Denver, CO
	
1999-2008


Administrative Assistant / Office Manager

*Payroll
*New hire paperwork 
*Creating employee files
*Making sure all files are compliant
*Employee Benefit Coordination
*Accounts Payable / Receivable
*Pulled Permits with the City
*Invoicing
*Collections
*Purchasing
*Banking
*Month End
*Customer Service

