Deborah Ann Zdenek
10173 Pagosa Street
Commerce City, CO  80022
deborahzdenek@yahoo.com
605-261-4980


Objective:

To work in an environment that will correlate and enhance my goal of becoming a productive member of the perspective employer.

Skills:

Excellent customer service skills
Computer literate: Microsoft Office (Word/Excel/Infinite Campus)
Excellent organizational skills
Multi-tasking and strong people skills
Able to learn quickly, work alone or in a team environment
Creative, positive attitude, upbeat personality

Experience:

August 2007-November 2014		Lead Clerical III       Sioux Falls School District	  Sioux Falls, South Dakota

First point of contact to parents, students and staff
Responsible for preparing and maintaining student files via data entry on a daily basis
Responsible for the attendance of 600+ students
Accounts Payable/Receivables
Multi-line phone system
Nursing duties
Mail

August 2003-August 2007		Receptionist	PREMIER Bankcard Inc.		 Sioux Falls, South Dakota

First point of contact, receive and assist customers, vendors and guests
Responsible for the daily operations of the front desk
Responsible for the activation of secured badges/admittance
Data Entry
Multi-line phone system
Accounts Receivable
Human resource assistant

Education:

University of Northern Colorado    Greeley, Colorado
Pomona High School   Arvada, Colorado

Community Involvement:

The Compass Center (formerly known as The Rape and Domestic Abuse Center)
South Dakota Network Against Family Violence 
CERT (Community Emergency Response Team)
The Banquet
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