
DEBY LEE O'DOUGHERTY 
2282 E 111TH Drive Northglenn, CO 80233 Dod1218@hotmail.com303-519-4010
Qualifications Summary
Diverse career professional with over fifteen years of experience in Office Administration and Management, Facilities Administration, Commissioned Sales, Customer Service and Teaching which has given me the skills and  knowledge to produce in a wide verity of industries.
· Proven interpersonal and communication skills
· Excellent organizational skills and attention to detail
· Focused on operational efficiencies
· Produces work that meets very high, specific quality standards
· Outstanding customer service and inter-office communications
Professional Experience
The Goddard School 	                Thornton, CO            February 2009 – August 2014
Teacher
· Creating and developing curriculum, personal direction, and caring for students
· Daily adherence to State, Goddard, and Qualistar standards and policies
· Individual attention for students daily to strive to reach and exceed goals and developmental standards while assessing their development
Floater
· Floating responsibilities assisting administration and teachers with any needs  
· Breaks for lunch, curriculum, and any other needs  
· Preparing and delivering lunches in timely fashion for all classes  
· Assisting teachers with preparation for class, decor of classroom, suggesting curriculum, discipline and any other assistance required
· 2013 Adams County award for caring, loving tenderness, patience, generosity, and boundless thoughtfulness towards children in Adams County


Directv 			                Centennial, CO 	              April 2007 – August 2008
Technical Support/Customer Service Representative
· Setting up service calls, up selling, handling all customers questions and needs
· Taking payments
· Provide outstanding Customer Service and Technical Support
· Exceptional ability to save customers
JC Penney’s 			                Westminster, CO     November 2005 – August 2008 Fine Jewelry Sales
· Promoted from entry-level sales to diamond jewelry sales within two months
· Excellent customer service and sales rapport
Cushman & Wakefield 	                   Denver, CO             April 2004 – September 2005 Facilities Administrator/Office Manager
· Managed office and 12,181 sq ft building
· Liaison between corporate and building management
· Training class assistance
· Arranged accommodations for employees and students
· Assisted 35 on sight sales representatives and engineers
· Scheduled meetings and ordered food
· Receptionist/Mail

American Furniture Warehouse      Thornton, CO       December 2002 – December 2003 Sales Representative 
· Commissioned sales 
· Customer service from point of contact through delivery of purchased merchandise 
Nextel 			               Lone Tree, CO 		     July 2000 – August 2002 Collector
· Collection/Customer Service
· Take payments
· Assist customer with phone issues
· Turn off and on phones per policy regarding payments
· Offer payment plans if available to resolve customer conflicts and keep customers
Columbine Plumbing 	                  Littleton, CO 			             1995 - 1998 
Computer Specialist
· Charged with developing computerized operations and forms for established plumbing contractor with 26 employees
· Researched equipment and programs, located vendors, and customized standard programs and forms to fit varied functions and individual requirements
· Upgraded telephone systems, account software, and invoicing system
· Trained all personnel in most efficient utilization of new systems, and developed rapid solutions to problems 

ExecuMed 			                    Golden, CO 				  1994 - 1995
Administrative Assistant/ Medical Transcriptionist
· Managed office needs, customer service and marketing for medical transcription company
· Successful liaison between doctors, employees and management
· Demonstrated high levels of accuracy in proofing final medical reports and distributing or filing records
· Accomplishments: Designed and implemented marketing program to replace clients lost due to government closures resulting in substantial new business 
Red Rocks Community College            Lakewood, CO 			   1991 - 1993 
Administrative Assistant / Work-study Program
· Assisted with scheduling, records and physical preparation for HAZMAT program
· Assured accuracy of all documentation and certifications that required review for security clearances
· Accomplishments: job offer from administrator of OSHA Program
			       EDUCATION AND TRAINING
Business      RED ROCKS COMMUNITY COLLEGE – Lakewood, Colorado

High School Diploma      ALAMEDA HIGH SCHOOL – Lakewood, Colorado
Community Service
I organized youth activities and classes for over 200 students. I developed programs, activities and coordinated twenty-six volunteers and three assistants.
 

