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Office Administrator
Administrative professional eager to leverage six plus years of experience and to secure an office administration position. Highly organized, efficient and skilled in a variety of office support tasks.
Extensive background in office management affairs, including experience in employee recruitment and retention, staff development, mediation, records and database management, phone and front office reception, scheduling, data entry, budgeting, and meeting and event planning
Office Skills
	High Level of Organization
MS Office Specialist (In Training)
68 WPM
Sage 100, SAP, &  QuickBooks
	Spreadsheets & Reports
Customer Service 
Social Media Guru
Filing & Data Entry
	Training & Development
Scheduling & Calendaring
Great Telephone Voice
Meeting & Event Planning


Professional Experience
Larsen Development — Denver, Colorado
Custom homes builder in Wash Park area
Office Manager, November 2011 to Present
Utilize Quickbooks and Master Builder to complete all accounting for the company. Put together marketing material, served as a customer service liaison, personal assistant to the owner of the company, served as HR, A/R, A/P, and social media. 
LC Event Designs — Denver, Colorado
Small event planning company specializing primarily in budget events 
Owner, March 2007 to November 2011
Utilized QuickBooks on a regular basis for payroll and invoice purposes, accounts receivable & accounts payable, trained employees, scheduled all things for events, customer service, created a virtual event for the clients to approve before the day of the event, acted as a liaison, served as the office manager. 
Sheraton Steamboat Resort — Steamboat Springs, Colorado
Internationally known hotel owned by Starwood Resorts
Human Resources Coordinator, May 2008 to August 2009
Answered questions and comments via phone and email, maintained social networking page, implemented filing strategy, collected updated paperwork from all employees, created legal reports, utilized MS Office daily, maintained department scheduling, ordered supplies
highMark Hotel — Steamboat Springs, Colorado
Luxury Hotel at the base of Steamboat’s Ski Mountain
Executive Assistant, November 2008 to April 2009
Served as a front desk, concierge, and reservations agent, ran reports, answered telephones, email, and social networking inquiries, ordered supplies, collected money, utilized MS Office daily
Education & Skill Set
Univserity of Colorado — Boulder, Colorado
Bachelor of Arts (BA) in Sociology (with a minor in Scandinavian Studies), December 2014
Skills and Certification: 68 wpm typing, multi-tasker, very organized, professional demeanor, well spoken, customer service skills, time management, fast learner, bilingual-Swedish, enrolled in Spanish classes currently as well as a Microsoft Office Specialist training. 
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