 


720-296-0773
tcaylor@yahoo.com
6882 W. Ida dr. #426, Littleton, Colorado 80123


Professional skills

Education
[bookmark: _GoBack]Billings West High School
Billings, Montana 59011
Arapahoe Community College
5900 S. Santa Fe dr., Littleton, Colorado 80120
 AA Marketing  (Continuing)

Experience

· Manager  2003 – [Type the end date]
· Deister, Ward & Witcher, Inc.    2620 S. Parker Rd. #310, Aurora, Colorado 80014
· Digitalization; Abstracts, Documents, Map Imagery 
· Product Manager: CD design and production hyperlink design
· Reference Librarian

Skills
Manager of 3 person staff using Fujitsu fi-6770 scanner, Epson Artisan 50 color CD printer, Ad staff member
Manager Library, File developer of Reference database for Company
Product production of user CD’s, development of Hyperlink formulas, Report presentation
Reference Field work:  Site copying Court Houses
Indexing Abstracts


· Assistant (401k  Plans) 6 1999 – 4 2003
· SunAmerica Inc. 7800 E. Maplewood Ave., Greenwood Village, Colorado
· Processor of plan participant contribution and sponsor match and reconciliation. 
· Assistant Microsoft formatting compliance
· 3.1 Quantech certified 
Skills
Processing of Participant and Employer matching contributions; placing buy/sell orders, formatting transmittals into MS Excel for Accounting import. Assisting with Top Heavy testing and report generation.

· Experience
· Administrative Assistant 5/1989 – 4/1998
· U S WEST COMMUNICATIONS, INC.  6200 S. Quebec St., #210, 188 Inverness dr. 4th Floor, Greenwood Village, Colorado 

· Distribution Center, Service Center Mail Room center; Staff, Manger
· Quality Control Manager
· Service Center Manager
Skills
       Xerox training, Quality training’ USWest Quality standardizing, Awards; Quality control, Employee of the Month.
       Mail Room manger.

     
· Experience 

Temporary Assignments

J. Kent Temporaries, 500 Downing St., Denver, Colorado 80218 (303) 777-7734
US West Communications, 

Act 1
Texaco Inc., Microfiche, 

Volt Temporary
(Turner Cable)
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