mtnov@aol.com
(303)505-2174
Skills Summary
· Self-motivated and customer service-oriented professional
· Organized with dynamic communication and administrative skills

· Works well in a fast-paced environment with the ability to multi-task

· Strong problem solving skills and dependability
· Proficient business planner for various meetings and conferences

· Excellent travel coordinator and inter-office trainer
· Professionally execute special projects and assignments with confidentiality in mind
· Always display a positive attitude in any environment

APPLE ONE-OFFICE TEAM                                                        
Receptionist/Admin Assist.  

Temporary positions 


2012-Present
FMH, INC                                                                                                  
 2011-2012   

Front Desk Receptionist
· Created positive first impression to clients and visitors

· Answered switchboard and ensured calls were properly and correctly directed 

· Served as administrative assistant to the office manager
· Maintained MS Excel worksheets, correspondence, and invoices

UDR, INC







             2010- 2011
Corporate Receptionist

· Represented the face of the organization

· Greeted visitors and fielded questions regarding company products and services

· Fielded and directed calls to proper team members within the organization
· Generated MS Word and Excel documents for data as assigned by management
 
BD Systems







             2005- 2007
Office Coordinator/Receptionist

· Presented a professional interface to customers in person and via telephone

· Served as liaison for the Human Resources Trainer

· Provided management with general support document preparation

· Performed data entry into MS Excel and Word documents

· Processed incoming and outgoing internal and external communication

· Scheduled conferences

· Coordinated travel and planned business meetings for senior management
Colorado Springs Utilities






 2001- 2004
Administrative Assistant

· Served as Senior Administrative Assistant to the General Manager
· Provided administrative support to 30 employees in the organization 

· Answered and routed customer inquiries through multi-line phone system

· Prioritized own workload and adhered to professional standards in work completion

· Investigated office issues and problem solved with proven solutions

Education


Community College of Denver, Business Administration 
