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Jill Staples
	Objective
	A position that will utilize a generous portion of the skills I already possess and yet acquire new skills as well.

	Experience
	2012-2015            Northeast Colorado Health Dept           Ft Morgan, CO

Administrative Assistant/Vital Records Clerk

· Perform all front lobby customer service tasks, phones, mail, direct walk-in and check in scheduled customers by informing appropriate programs and exchanging documents needed for client’s appointment.
· Process vital records requests for multiple counties; provide information to customers to obtain vital records from other States, help customers facilitate proper correction of vital records and tracking and logging of all certificate paper.

· Prepare deposits for vital records and clinics. Perform quality assurance review of client information and services administered for immunization clinics.
· Schedule and collect client information for appointments for a variety of clinics. Inform and direct people in our community to other agencies, resources and programs in our communities that they may or may not have knowledge of to offer assistances to them or their families.

2007–2009
Vecchiarelli Holdings, LLC
Brighton, CO
Administrative/Personal Assistant
· Perform all bookkeeping functions for company, related companies and personal accounts in QuickBooks and banking.
· Leasing, invoicing, collecting rents and maintaining commercial and personal properties.

· Scheduling, travel arrangements, insurance-personal and commercial, marketing cars collection, update internet postings and maintain e-mail accounts.

	
	2004–2007              Buckner Wadsworth & Associates LLP   Brighton, CO
Administrative Assistant
· Heavy phones, resolving client concerns and questions, and client reminders and requests for documentation.

· Assembly, invoicing, collections, inquires-fax, phone, and e-mail, new client set-up and QuickBooks, and banking.

· Maintain calendars, appointment setting and time management for all C.P.A.s and staff.

	
	1998–2003
Firstier Bank/Compass Bank
Northglenn, CO
Senior-Lead Loan Administrative Assistant
· Generate and maintain client portfolios for each Lender and provide guidance and assistance to other Assistants.
· Auditing loan files, daily client contact-phone, fax and e-mail, safe deposit box, loan committee minutes, scheduling and coverage for neighboring departments.

· All banking transactions, new accounts, loan/line documentation and closings.
· Train new Loan Administrative Assistants.

	
	1992–1998
Bank One, NA
Denver, CO
Client Service Representative II
· Lead teller, vault teller, new accounts, commercial and consumer loans and lines of credit.
· Constant client relations and resolving client concerns and issues, maintaining and growing client base.

· Opening and closing procedures, cash handling, reconciliation, audits, and fraud training.



	Education
	1992–1994       Red Rocks Community College
Lakewood, CO
· 1992 Graduated Pomona High School                                  Arvada, CO
· 2007 – QuickBooks courses

	Interests
	Family, horses, and computers/internet.

	References:
	Vecchiarelli Holdings, LLC – Ed Vecchiarelli   (303)877-4232

Buckner Wadsworth & Associates LLP – Dan Buckner  (303)654-0120

Other:

Michele Bowman   (303)525-4095, Business Colleague  - 8 years

Stephanie Holgerson (720)281-0870, Business Colleague – 6 years

Mike Castagno  (303)358-8103,  Business Colleague – 7 years


