Contact Information 

Name

Jamie B Wittke 

Address

4727 W 87th pl

Westminster, CO 80031

US

Phone

(330) 430-7705

(720) 810-3727

Email

jamiewittke@comcast.net

Notification Preference

Work Experience 

verified no work experience. 

· Company/Agency

Front Range Community College

Address

3645 W. 112th Ave

Westminster, CO 80031

US

Phone

(303) 404-5396

Website

Frontrange.edu

Position

Administrative Assistant II

Hours/Week

40

Monthly Salary

2610

Employees Supervised

0

Dates

October2007- April2014

Supervisor

Debra McNeff, Program Assistant I

Reason for Leaving

Currently employed
Duties Summary

Maintain shipping and receiving log for incoming and out going shipping incoming and out going shipments requiring signatures for pick-ups/ proof of receipt for deliveries and or returns. Responsible for providing Customer Service to the public as a representative of the College. Used a Neopost mail machine to process out going Mail. Also create postal reports for usage both piece count and cost per department to charge back for new funds to be added back for future mail runs. Sorted and delivered mail using both alphabetical and numerical methods. Receptionist handled mutli-line phone, made appropriate transfers. And handled customer complaints. Responsible for special projects coordination from conception to implementation. Utilize excellent customer service skills in highly tense situations involving year- end procedures entered into Banner for payment of goods received by the College • Create and maintain data bases for various projects using Excel, Word and Access. Multi-tasking was a necessity during high volume times • Responsible for keeping calendars up-to-date for meetings and setting appointments using Outlook. • Responsible for special projects coordination from conception to implementation. • Utilizing excellent customer service skills in highly tense situations involving student grievance procedures. • Assembling packets for employee training, student appeals, and other projects as assigned. Using postage machine (Neopost). Updating required personnel list for mail processing procedures as changes occur. • working with couriers from Fed Express, DHL, UPS, and state courier deliveries, and other types of courier services as necessary. • Creating, attaching and engraving inventory tag numbers on all received equipment using the FRS system. Maintaining Capital Equipment Spreadsheets. • Dispatching work requests • Creating purchase orders for supply requests for department. • Contacting vendors for service repairs • Compiling weekly postage billing information by pulling a report from the Neopost site and inputting into a spreadsheet and a shared drive on the computer. • Perform various office duties as assigned by supervisor, including: coping, faxing, scanning and printing.
· Company/Agency

Front Range Community College

Address

3645 W. 112th Ave.

Westminster, CO 80031

US

Phone

(303) 404-5602

Website

Frontrange.edu

Position

Work study/temporary/student hourly

Hours/Week

25

Monthly Salary

825

Employees Supervised

0

Dates

August2002- August2007

Supervisor

Erin Hoag, Dean of Student Services

Reason for Leaving

Offered full-time position inside of Front Range Community College
Duties Summary

• Responsible for keeping calendars up-to-date, for meetings and setting appointments using Outlook • Create and maintain data bases for Student Appeals and Disciplinary files and various other projects using Excel, Word and Access. • Multi-tasking was a necessity during high volume times • Responsible for special projects coordination from conception to implementation. • Utilize excellent customer service skills in highly tense situations involving student grievance procedures. • Answer multi-line phones and make appropriate transfers. • Assemble packets for employee training, student appeals, and other projects as assigned. • Create purchase orders for supply requests for department. • Input information into database, process biweekly payroll.
· Company/Agency

Summit Staffing

Address

11215 Washington St

Northglenn, CO 80233

US

Phone

Website

Position

Office Assistant

Hours/Week

40

Monthly Salary

1600

Employees Supervised

0

Dates

March1999- June2001

Supervisor

Reason for Leaving

Company went out of business
Receptionist handled mutli-line phone and handled customer complaints. • Shipping and receiving handled incoming package and equipment and also packed and labeled packages and equipment and contacted the appropriate courier for pick-up. Communicate discrepancies with recipients. • Operated a fork lift to move heavy equipment, and a hand jack (pallet jack) for smaller heavy loads. • Operated a copier, and letter folding machine and hand stuffed mailing to run the mailing thought the postage machine. • Maintain shipping and receiving log for incoming and out going shipments requiring signatures for pick-ups/ proof of receipt for deliveries and or returns.
Next 

USPS

Denver Colorado 

Letter Carrier

40 week\

1800 Monthly

4\1985-1998

Human Resourses

Yes

Duties Summary

Sorted and delivered mail to Residential and Businesses worked independently handling customer service issues’ as they would arise on a daily basis

Education 

verified no education history. 

· School Name

Front Range community college

Type

College

Address

Westminster, CO

US

Website

frontrange.edu

Major/Minor

Associate of Applied Science / Business Technology

Degree

Associates

Units Completed

110

Unit Type

Semester

Dates

May2002-May2007

Did you graduate?

Yes

Next 

Additional Information

Certificates and Licenses 

Skills 

· Name

Neopost mail machine

Experience

8 years

Level

proficient
Please fix the errors in the following section. 

Typing speed

40

Data Entry

Next 

References

References 

· Reference Type

Professional

Name

Robert Gustafson

Design Engineer

Address

4990 Acoma st

Denver, CO 80216

Phone

(303) 588-7935

Email

gus@pkgsys.com

· Reference Type

Professional

Name

Julie Wilson

Program Assistant I

Address

4616 S. Shields St

Fort Collins, CO 80526

Phone

(970) 204-8300

Email

julie.wilson@frontrange.edu

· Reference Type

Professional

Name

ReneeSiedel

Coordinator admission and records

Address

3645 w 112th Ave

Westminster, CO 80031

Phone

(303) 404-5471

Email

