JORDAN BURNS

3827 S. Evanston Street

Aurora, CO 80014

(720) 326-4828

je2burns22@gmail.com
SUMMARY

Successful United States Army veteran with 3 years of experience as an administrative assistant in search of a part time administrative assistant job.

KEY QUALIFICATIONS

	· Proficient in Microsoft Word, Excel, and PowerPoint
	· Management of Personnel/Team Members

	· Leadership
	· Creative Problem Solving

	· Critical Thinking
	· Dependable

	· Briefing/Public Speaking Skills
	· Flexible

	· Administration

· Attention to Detail
	· Responsible
· Fast Learner

	· Organization

· Ability to Multi-Task
	· Time Management 
· Excellent People Skills

	
	


EXPERIENCE
· Organized and filed vital records/documents for sections.

· Maintained compound security system.

· Communicated events/administrative information to company lead.

· Coordinated and updated events on calendar.

· Coordinated all meetings.

· Maintained accountability for all personnel.

· Organized leave for all personnel.

· Processed and filed awards and annual personnel evaluations. 

EDUCATION & TRAINING

· Currently pursuing Communications (BA), University of Colorado, Denver
AWARDS

· Army Achievement Medal

· Good Conduct Medal

· Army Accommodation Medal

References Available Upon Request
