Jacque Hoffman
306 2nd Street
Frederick, CO 80530
303-833-8968
jacquehoffman@msn.com
QUALIFICATIONS SUMMARY
Dedicated, dependable, multi-tasker, cultivator of positive customer relationships.
Respectful of customer, as well as co-worker needs and concerns.  
Experienced clerical and administrative assistant.  A team player.  Intent on providing a positive, profitable, and sincere presence to assist in future development and growth.

KEY COMPETENCIES
Data Entry

Typing 55 wpm
Experience with MS Word, Excel & Outlook
Managed Multiple Phone Lines

Customer Relations & Support

Used and Maintained Office Machines

10 Key by Touch

Secretarial Skills

30 Years Clerical Experience

Followed Processes, Policies & Procedures

Customer Service Experience

Administrative Support
PROFESSIONAL EXPERIENCE

Multi-Link Communications/Liberty Bell Telecom/DishNet Wireline


2004 - 2014
Receptionist/Office Manager

Responsible for taking and dispersing calls to customer service, sales, computer techs, and management.  Process and deposit payments. Provide clerical support for management, customer service, and sales.  Mail merge Auto Pay Failure letters, Past Due letters, and Payment Reminder letters. Maintain over 2,000 customer files.  Arrange and order lunch for monthly office meeting. Maintain office equipment.  Receive mail, packages and schedule deliveries.  Order and shopped for office supplies. 

Aurora Public Schools



1992 – 2002
Clerk-Montview Elementary School

Provided customer service to staff, students and parents.  Kept records of enrollments and withdraws for 11 years of over 3,000 students.  Ordered supplies for classrooms, staff and office, using Oracle.  Answered phones and resolved parent concerns on a daily basis.  Maintained filing for student permanent records.  Distributed medications to students.  Developed, typed, and processed monthly newsletter. 

EDUCATION

Gateway High School

Diploma 1980

Referrals available upon request.
