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Daunice Kennedy
	Skills & Abilities
	
	Ambitious, ethical and reliable individual with years of experience working both independently and in team environments, supporting high level managers.  Proficient in Microsoft Word, Excel, PowerPoint, Access, Outlook and LiveMeeting.  Also experienced in SharePoint and Camtasia.

	Experience
	
	Executive Assistant, CH2MHILL, Englewood, CO
2008-2013
Supported 7 high level managers within the global Transportation Business Group. Responsibilities included booking domestic and international travel, creating expense reports for all managers on a weekly basis, scheduling meetings, setting up conference calls and Live Meetings, creating correspondences, memos, PowerPoint presentations, organization charts, facilitating the monthly project audit and review process for the United States and Canada, submitted invoices for payment, set up and supervised all technology courses for the business group (1,500 individuals), maintained the Technology SharePoint site. I also supported the business group’s Human Resources manager for one year, creating reporting spreadsheets and confidential correspondences.  
Administrative assistant, Jacobs Engineering, Golden, CO
2004-2007
Arranged meetings between the client (Coors Brewery) and our project teams. Maintained meeting minutes for the various projects. Assisted with document control. Created spreadsheets in Excel on project progress which was updated weekly and distributed to staff members.
Network Technician, Level(3) Communications, Broomfield, CO
2000-2004
Level(3) is a ’backbone’ internet provider to ISP companies similar to AOL and Comcast.  As a network technician, I monitored the network for abuse by individuals and businesses. I worked directly with the CBI and FBI to identify persons and businesses who utilized the Level(3) network for the purpose of committing state and federal crimes. Some of the crimes included, but were not limited to, threats against public officials, crimes against children, and identity theft.  I also monitored the various Level(3) POP sites nationwide where our customers’ routers and servers were housed to insure their security through a sophisticated monitoring system located in the Network Operations Center (NOC) in Broomfield, CO.
Assistant to the Director of Marketing, PAC International, Arvada, CO

1994-2000
Acted as a liaison between our marketing group and our international clients, particularly in the middle east and Asia. Organized the world-wide Cannex Convention on a yearly basis which included securing hotel reservations, arranging catering, and reserving exhibitor booths at the Denver Convention Center.  Arranged both domestic and international travel for the Director of Marketing, including obtaining international visas.

	Education
	
	University of Phoenix and Red Rocks Community College
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