Name and Address: 	Susan Pacheco – 10571 Colorado Blvd., B304, Thornton, CO 80233
Education:		Associate of Applied Science Degree – Computer Business Programming –
			Devry University
			Bachelor of Science Degree – Business Administration with a minor in Business
			Management – Kennedy Western University

Career Summary: 
· Extensive office experience  as an administrative assistant III
·  8 years experience working with contracts.
· [bookmark: _GoBack]Promoted to Contract Administrator in 2014
· Proficient in Microsoft Office 2010 and Windows 8.1
· Skilled in Adobe Acrobat Pro 10.0, SAP MM Module, Lotus Notes, AS/400,
Textura and Unifier.
· Computer languages:  COBOL, Fortran and Visual Basic
Work History: 
Firm: 
· CMTS LLC/Denver International Airport – Denver, CO
Years with Firm:
· November 2006 – October 2014 
  Position Held:
· Admin. Asst. III/Contract Administrator
   Duties:
· Processed  Submittals, RFI’s, NCR’s, Transmittals and weekly Meeting Minutes from different on-calls.
· Prepared Distribution Sheets for all submittals and RFI’s
· Prepared official correspondence for all NCR’s
· Tracking incoming and outgoing correspondence and documents
· Logged correspondence into the appropriate logs and files
· Processed Daily Inspection Reports from  inspectors
· Processed Daily QC Reports from various contractors.
· Processed invoices, pay applications, task orders, change orders and closed out contracts.
· Ordered office supplies.
Firm: 
·  Guarantee Electrical Contracting – Aurora, Colorado

Years with Firm:  
· September 2005 – July 2006
Position Held: 
· Project Administrative Assistant
Duties:
· Handled accounts receivable
· Input new jobs
· Generated reports
· Processed and sent out invoices for small billings
· Prepared submittals for the bidding of projects
· Prepared pre-qualifications for major projects
· Created certificates of insurance
· Prepared weekly payroll
· Performed human resources and administrative duties
Firm: 
· Suncor Energy Denver Refinery - Commerce City, Colorado
Years with Firm:
· August 2000 – August 2005
Position Held:
· Administrative Assistant II for the following departments;  General Manager, Engineering, Leadership Team, Document Control Center, Supply Chain and Human Resources
Duties:  
· Reviewed resumes
· Wrote letters informing  applicants who were picked for interviews
· Wrote offer letters
· Reformatted and edited policies and procedures
· Processed control document drawings
· Created PowerPoint presentations
· Generated bulk mailings
· Set up calendars
· Ordered the catering for social events
· Handled travel arrangements
· Processed invoices
· Generated purchase order numbers

