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Wheat Ridge, CO 80033		m: 303-903-1625
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Employment:
Land Assistant				Noble Energy – Denver, CO				9/2014-Present
Responsible for advanced administrative assignments within the Land Business unit requiring business or technical vocabulary, knowledge of Company operations, organizational procedures and personnel for several professional(s) or managerial supervisor(s). 
· Assists with projects/presentations as needed to include research, spreadsheets, and some data analysis 
· Identifies, reviews, codes, verifies and processes land invoices for approval 
· Create and maintain reports and spreadsheets as needed 
· Helps create and maintain land databases, file systems and obligations 
· Identifies, reviews, verifies and processes AFE’s, 30 Day Notices, or any land invoices for approval and distributes them to appropriate Landman
· Coordinates efforts of goals/projects with other departments as needed 
· Prepares initial lease record packages for transmittal to Lease Records 
· Relieves supervisor(s) of some administrative duties within established limits 

Beverage Cart Attendant 			Omni Interlocken Resort 					4/2014-8/2014	
Serves customers on golf course and clubhouse
Maintain inventory on cart
Account for the total cash sales for the day and balance credit card receipts accordingly

Accounting Assistant 		Comprehensive Traffic Systems Inc.			3/2010-4/2014	
· Job Description:  Bookkeeping, A/P and A/R, compile employee time and payroll data from time sheets, process and distribute biweekly payrolls for all employees, research appropriate payroll or invoicing issues, answer all payroll inquiries, prepares batch check runs, 1099 maintenance, reconcile vendor statements, research and correct discrepancies, prepare bank deposits, assist with month-end closing, prepare and process electronic transfers and payments, attaches the corresponding purchase orders to incoming invoices, handles vendor packets including storing and tracking all W-9 data for all vendors. 
· Coordinated company travel arrangements/events throughout the year.
· Personal Skills: Detail-oriented, ability to multi-task, organizational skills, verbal and written communication skills, work ethic, imaginative, dependable	 
· Rewards:  Earned exceptional marks on performance reviews in areas including work volume, work ethic, accuracy, adapt quickly and quality of work

Skills:	Accounting			Professional			Personal___________
· Account reconciliations		Travel Coordination		Team Player
· Payroll				Event Planning			Good Listening skills
· Bookkeeping			Hospitality			Self-Motivated
· Purchase orders			Data Entry / Spreadsheets		Problem Solving
· Budgeting processes		Strong Computer Skills		Multi-tasking
· Accrual accounting		Analyze financial Data		Prioritizing / Organizing
· AP/AR				Typing Speed: 60 WPM		Attention to detail

Computer Skills:
	MS Word
MS Excel
MS PowerPoint
	MS Outlook
MS Access
Quick Books
	MS Publisher
Windows
Accounting Software



Education:  Metropolitan State University of Denver, Colorado
	BA of Professional Studies - (Tourism and Events Mgmt.) 12/2014

	· Studied Abroad in Prague, Czech Republic June-July 2014 
· Hospitality/Tourism/Event Management
· Planned- Fundraisers / Non-Profit Events (Car Show, Bridal Show, Golf Tournament)



