LAURIE ANN CRUMRINE
720-841-4216
crumrila@gmail.com


Professional Summary:

An Administrative Assistant & Customer Service Representative with several years of experience assisting customers in various departments within the State Government. Responsibilities include customer service, general office duties and utilization of computer systems. Two years of experience in healthcare administration and customer service at Mental Health Institution at Fort Logan. 

Accomplishments:

· Promoted from Administrative Assistant I to Administrative Assistant II.
· Received bonus at Auraria Higher Education Center for excellent work.
· Supervised and supported temporary employees with data entry. 

Customer Service:

· Provided efficient operation of the front desk
· Greeted customers
· Answered phones and directed calls
· Interacted with clients on phone and in person
· Outstanding customer service and communications sills
· Prepared letters and emails to customers and staff
· Kronos timekeeper
· Ordered office supplies
· Logged in all checks
· Paid bills
· Rang up sales on cash register
· Dispatched calls
· Backed up call center during hunting season for Division of Wildlife
· Problem solve

Human Resources:

· Provided assistance to applicants
· Kept job-line updated
· Post jobs
· Maintained Personnel files
· Monitored classified exams
· Made travel and seminar arrangements for staff
· Scheduled conference rooms
· Picked-up and dropped off mail & distribute mail to staff
· Enter all applicants into State data entry program


Education:

AAS 	Community College of Denver	Denver, CO
Courses in business

Continued Education:
Front Range Community College		Westminster, CO			2010-2013
Courses in health and computers

Skills Profile: 
Proficient in Microsoft product which includes:
MS-Office    	    Word   	    Excel            	   Power Point     	   Access  	   	    Scanners     	     Email   	    Printers         	   Fax Machines   
Maintain Files	     Scheduling     Cash Handling           Ordering Supplies	   Phone Support

Experience
State of Colorado:
		
Auraria Higher Education Center		Administrative II	Denver CO			2004-2010
Colorado Dept. of Human Services 
 Mental Institute of Ft. Logan			Administrative II	Denver CO			2000-2002

Colorado Division of Wildlife			Administrative I	Denver CO				1991-2000
[bookmark: _GoBack]Volunteer Work:
Jefferson County Schools
	2000-2009

Donor Alliance 
	2009-present

It Can Happen Women’s Empowerment Group 
2013-present


