Barbara Wing
9096 W. Elmhurst Ave.
Littleton, CO, 80128    
barb@wingjr.com
303-475-6816

Objective
Seeking a position to utilize a highly skilled individual in the fields of human resources, administrative assistance, unemployment insurance claims, accounting and customer service.
	Software:  Microsoft Word, Excel, Outlook and Publisher, MS Windows, and Mac OSX. Quick Books, salesforce.com, Apple: Numbers and Pages. 
	Detail oriented with strong analytical and organizational skills.
	Team player with a positive attitude. 
Experience
JPL Cares, Littleton, CO — June 2013-August 2014
Office Administrative Assistant:  Human, Resources, Unemployment Claims, Quick Books, Accounts Receivable, Deposits, salesforce.com, Employee Time Cards, Customer Service, Data Entry, and Filing.

Employers Edge, Westminster, CO — January 2009-August 2012
Unemployment Claims Specialist:  Processing Unemployment Claims, Customer Service, Data Entry, Administrative, Clerical, Telephone, and Filing.  
Embassy Suites, Denver, CO — May 2004-August 2005
Accounting Clerk:  Counting Safe Daily, Creating and reconciling front desk employees drawers, Bank Drops, Customer Service/Customer Complaints, Data Entry, Clerical, and Filing.  	
National Cattlemen’s Beef Association, Centennial, CO — October 2003-February 2004 (Short-term Contract)
Customer Service and Data Entry.  Assisting attendees at the yearly out-of-state Cattlemen’s Convention with pre-registration, in-person registration, collection of payments and event activities.  

[bookmark: _GoBack]Employers Unity, Arvada, CO — April 1993-September 1998
Unemployment Claims Specialist and Supervisor:  Processing Unemployment Claims, Customer Service, Administrative, Data Entry, Clerical, Telephone, and Filing.  Also supervising other Claims Specialists’ Desks and Accounts.
Education
Utah State University, Logan, UT
Schutz American School, Alexandria, Egypt
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