Teresa M. Walker  
Mail:  General Delivery, Lafayette, CO   80026
      	     	  	Email:  teresa.walkr51@gmail.com	               	 Cell:  303-598-0684


Professional Statement:   Business Support Receptionist.   I believe in honesty with focus to any casual / business professionally managed environment.  Engineering, legal, healthcare or veterinarian animal services are of interest.  I utilize learned skills well under pressure, quickly gaining respectful perspective in leaving little room for error, achieving a trusting impression with fellow workers.  At all times I accept full responsibility to assigned tasks and maintain good written & verbal communication.    

Education:  Graduate1980, Boulder High School, Colorado  *  (1) Semester Front Range Community College.  Listed  among the Who’s Who Among American High School Students & member of The National Business Honor Society.  

Skills:  1-10 phone lines (handset preferred), computer, copier, fax machine, printer, manual comb binder, mail postage scales, laminator, dictation, executive administrative support, calculator, payment processing, dictation, etc.   Programs are MS Word; beginner MS Excel, employer trained databases, to name a few are HR Block; National Western Stock Show Administration; National Oceanic Atmospheric Admin/National Bureau of Standards and Home Depot.     


RESPONSIBILITIES

*  Exec./Admin. office business support			*  Copy room projects		
*  Professional team member				*  Low key to high volume pace
				 

WORK ETHICS

 * Minimal supervision					*  Grounded Christian principles
 * Time management					*  Fast learner


Dates 	          		Employers                   	  			Title                                                                                                          
 
7/2010 -  8/2010	Adams County 			Fair and Rodeo Receptionist 
5/2009 -  11/2009	RC Special Events 			Soft Goods Dept.
8/2008 – 11/2008	Kable Fulfillment Services 	 	Keyboarding 
3/2008 – 5/2008	Home Depot 				Cashier
11/2007 – 1/2008	Home Instead 				Senior Care Provider
8/2007 – 9/2007	Bolder Staffing 			Receptionist 	
4/2007 – 08/2007	National Histology Prep, Inc. 	 Driver/Specimen Data Entry Clerk 
2/2007 – 4/2007	H&R Block 				 Client Services Receptionist 
11/2006 - 1/2007	National Western Stock Show	 Receptionist 	
8/2006 – 10/2006	Temporary Agencies			 Receptionist, Clerical, Office Support, Data Entry
9/2004 – 1/2005	Boulder Valley School District	 Lunchroom Cashier 
2/2003 – 8/2003	Administaff				 Receptionist for CIT/OIT/ITC
8/2001 – 10/2002  	Kottke & Brantz, LLC			 Receptionist
1/1989 – 1/2001	Codar Technology			 Documentation Control Specialist
2/1988 – 1/1989	Dietrich Standard			Drafter I/II
8/1985 – 6/1986	Centennial Valley Animal Hospital    Animal Client Care Services 
1/1982 – 1/1987	Computer Products/Tecnetics Inc.    Assembler, Doc. Clerk, Secretary to contracts
11/1981 – 1/1982	O.O.C. 					PCB Assembly & Quality Inspection
10/1979 – 6/1980	National Bureau of Standards/NOAA Secretary, OJT high school program
				
