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Resourceful and self-motivated Administrative Support Professional with excellent organization, attention to detail, and multi-tasking skills.

QUALIFICATIONS
· Strong interpersonal written and verbal communication skills
· Purchases supplies for 30+ staff members and allocates funds from monthly statement
· Advanced knowledge and skills in Microsoft Office and Banner
· Participation and involvement with career fairs, employer panels and recruiting event planning

CORE ACCOMPLISHMENT
Received the Clarice Lubchenco Outstanding Service Award from Student Life in 2012

PROFESSIONAL EXPERIENCE
Office Manager								01/2011 to Current
University of Denver- The Center for Academic and Career Development
Denver, CO
· Creates signs, nametags, employer folders and distributes marketing materials for three career fairs throughout the school year
· Develops and manages timelines and templates for the re-entry process each quarter for returning students, which includes generating reports, updating databases and sending student outreach emails  
· Processes payroll, direct pays and reimbursements 
· Collaborates with departments on projects across campus including Career Services, Academic Advising, the Registrar’s Office and Discoveries Orientation
     Office Coordinator								9/2009 to 01/2011
University of Denver- The Center for Academic and Career Development
Denver, CO
· Greets and addresses questions from students, employers, families, and alumni and connects them to the appropriate campus resources
· Provides administrative support, schedules appointments and purchases supplies for 30+ staff members
· Supervises, hires and trains 4-5 student employees and one professional staff member every fiscal year
Sales Coordinator 								09/2008 to 09/2009
Sodexo
Denver, CO
· Created catering orders through EMS for staff members from the University of Denver and external clients
· Assisted in catering events across campus
Administrative Assistant 							09/2005 to 09/2008
Pepsi Bottling Group
Denver, CO
· Corresponded and ordered parts from vendors 
· Built purchase orders and paid invoices  

EDUCATION
Bachelor of Arts:  Leadership in Organizations 				2014
	University of Denver- Denver, CO
