‍‍Angela LoCascio
3800 Pike Road #27-203 ● Longmont, CO 80503 ● (720)878-8130 ● angela.locascio@gmail.com
Objective
To obtain a permanent position in an office environment that will utilize my organizational abilities, strong people skills and office experience while learning new skills and growing with that company.
Summary
More than five years of professional experience providing office administrative and clerical support, including handling extremely confidential information.  Skilled in: Client Relations, Inventory, Filing, Data Entry, 10-Key by Touch, Cash Handling, Sorting Mail, Typing and Reception.

Professional Experience
Reception/admin assistant ● 4Rivers Equipment via appleone staffing agency (Contract position)   ● 1/2013-1/2014
I worked at the front desk answering incoming phone calls and greeting customers & vendors.  My daily duties also include collecting/calculating/verifying employees' time sheets/time cards to make sure that they are accurate and entering that information onto the payroll spreadsheet, filing, data entry, cash and check documentation, running reports, assisting the various departments within the company, making copies, faxing/scanning documents, sorting and distributing mail.  I also submit payroll and time off reports to the Human Resources department bi-weekly.
receptionist ● res americas via appleone staffing agency (contract position) ● 3/2012-11/2012
I demonstrated the ability to quickly learn organizational processes, workflows, policies and procedures of the company.  I handled a range of administrative and receptionist duties, including printing FedEx labels, ordering office supplies, scheduling meetings, answering telephones, sorting mail, organizing the supply room, ordering lunches for meetings and individual employees, greeting clients and members of the press, cleaning both kitchens, and assisting both the HR and Accounting departments with overflow work.
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receptionist/admin assistant ● power chrysler jeep dodge via appleone staffing agency (contract position) ● 10/2008-3/2009
I started out as the receptionist and quickly gained extra responsibilities and a split title due to my hard work, great work ethic and dependability. I was the head receptionist in the morning where I multi-tasked answering phones, filing, faxing, greeting customers, taking messages, scheduling appointments, making copies and putting together PowerPoint packets for the cashier. In the afternoon I was the personal assistant to the fleet manager, where my duties included researching and e-mailing vehicle price quotes, contacting customers to schedule/confirm their appointments, data entry and ensuring customer satisfaction by conducting follow-up questions on their experiences with the dealership.

admin assistant ii ● Colorado Department of revenue – Contract Position ● 2/2007-6/2007
I worked in Cash & Document Services of the Department of Revenue.  My duties were to thoroughly inspect tax documents and to separate any money that was sent in with them.  I also handled data entry and date-stamping documents. I was in charge of training up to 16 new temps to sort through different types of tax documents off-site for the week after April 15th when the department was overflowing with incoming tax mail.    On slower days, I would help out in the mail room.  This was the second year working for this department.


clerical/office cashier ● espn zone ● 8/2005-7/2006
My duties were to oversee the employee banks, verify and document bank deposits, data entry, par banks, perform employee cash outs, answering incoming calls, payroll and handing out paychecks, stocking and ordering supplies, assisting management with work overflow, getting bank deposit ready each day for armored services, documenting lost & found and counting/documenting the money in the safe at certain points of the day.



Degrees
united auto workers (uaw) ● 7/2001-2/2002
ASE Certified in Plastics & Adhesives.
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Lisa McGuiness		(303) 319-0888		RES Americas     
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