Cheryl Fogle
foglec@shadowmite.com
Cell:     214-802-3761

Commerce City, CO 
OBJECTIVE:  I am looking to find work as an Administrative Assistant or Receptionist with the potential for advancement in a company that emphasizes excellence and customer satisfaction, while continually providing opportunities for education and training.
SOFTWARE
· Google Mail
· Google Calendar
· Word

· Excel

· Outlook

· Access

· Power Point
· Citrix

· Adage

· JD Edwards

· Lotus Notes

· SAP

EDUCATION
· Administrative Assisting Certificate

August 2006

Graduated - Front Range Community College, Westminster, CO
· Office Training Certificate

December 2005

Graduated - Front Range Community College, Westminster, CO
· High School Diploma

May 2001

Graduated - Horizon High School, Thornton, CO
EMPLOYMENT BACKGROUND
Administrative Assistant II

October 2014 - Present
Colorado Department of Agriculture (Commissioner’s Office) (Temp)

 Broomfield, CO
· Answer multiline phone system and transfer to correct department.
· Scan documents to electronic copies.

· Maintain and book calendar for 10 conference rooms.

· Sort mail to different department mail boxes.
· Maintain employee phone lists.
· Misc. other jobs as needed.
PBX Receptionist
January 2013 - August 2014
Richardson Police Department, Richardson, TX
· Answered non-emergency multi-line phone system
· Customer service
· Directed walk ins (Vendors, Citizens, Employees etc.) to correct people or got them the information they needed

Office Assistant

January 2007 - December 2012
Flint Group, Dallas, TX-(Hired on in June 2007, but was there as a temp since January 2007)

· Entered payroll, accounts payable and receivable

· Entered, changed and received PO’s
· Took and entered orders via phone, fax and email

· Directed walk ins (Vendors, Employees etc.) to correct people

· Answered multi-phone line system

· Occasionally Ordered Catered Lunches

· Filed and occasionally helped order office supplies and kept tax exemption records up to date every 2-3 years

Jewelry and POS (Cashier) Associate
Kohl’s Retail Store
October 2006 - April 2007

Denver, CO, and Irving TX
August 2003 - Sept. 2006

· Customer service (helped on the sales floor and at the jewelry counter and checkout counters)
· Cash handling at the cash registers
· Helped keep merchandise on the sales floor picked up and stocked

Starbucks Barista

August 2006 - Sept. 2006

Westin Hotel, Denver, CO
May 2002 - July 2003

· Customer service (took & made drink and food orders)
· Cash handling (rang up customer orders)
Clerical Dispatch Clerk

August 2004 - July 2006

Complete Container Services, Denver, CO
· Incoming / Outgoing phones

· Write up work orders from fax

· Copy, Fax, File, Phones, Email
