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Performance Profile

20 years of hardworking and caring experience, cooperative team player who enjoys working with people and utilizing direct telephone contact. Detail-oriented and accurate, strong work ethic, team player and good organizational skills, eager to learn and to contribute towards meeting a company’s goals.


Core Professional Skills

	· Windows
	· MS Word
	· Excel

	· PowerPoint
	· Oracle
	· Multi–line phone system

	· Internet research
	· Data Entry
	· Coding and Indexing 

	· Postage meters
	· Filing
	· Mail/FedEx

	· Copy/Fax/Scan

	· Office supplies
	· Call Center/Inbound



Professional Experience
Aerotek, Westminster, CO (Temporary)					2014-2014
Atkinson Power
Front Desk Admin/Office Clerk

· Scan copy and file invoices
· Code and Index invoices
· Mail Pickup
· Answer and direct calls 
· Order Office Supplies 
· Maintain kitchen


Colorado Staffing, Westminster, CO (Temporary)			2014-2014
Denver Water
Administrative Assistant II

· Human Resource front desk
· [bookmark: _GoBack]Greet visitors appropriately
· Book Conference room meetings
· Set up conference room with necessary stationary and equipment
· Prepare New Hire and Benefits packets
· Input data from surveys into in house application





Express Professionals, Lakewood, CO (Temporary)			2013-2014
PDM Steel
Receptionist

· Answer and direct callers to correct sales team
· take and deliver messages accurately and completely
· Input Invoice Information into company database
· file copy and scan documents  


Reed Group, Westminster, CO						2013-2013
Administrative Specialist

· Pick up daily mail from Post Office
· Date stamp and scan incoming mail
· Collect, sort and distribute mail 
· Stamp mail with postage meters and prepare for pickup 
· Provide phone coverage
· Privacy/HIPAA Regulations 



BrokerPriceOpinion.Com, Westminster, CO					2003-2008
Broker Coordinator								2011-2013

· Effectively place products with Real Estate Agents nationwide on the phone and via email
· Negotiate assignment fees and delivery schedules Resolve customer complaints
· Communicate project priorities and issues to both internal and external contacts
· Track and ensure the timely completion of each assignment
· Researching and verifying data



Education
Community College of Denver, Denver, CO	 	2001-2003
Administrative Assistant




