Marcellene Briggs
415 South Moore Street Lakewood, CO  80226
Cell: (303) 669-1392   E-mail: marcybriggs@comcast.net

Profile:
[bookmark: _GoBack]To obtain a challenging position where I may utilize my positive attitude, leadership experience, formal management knowledge of procedures and theories to help make a valuable contribution to your organization, by using critical judgment and analytical thinking, regarding day to day organizational needs.  

Skills:
· 
· Excellent conflict resolution skills	
· Microsoft Word, Excel, PowerPoint
· Outlook, Access
· Data Entry
· Extensive Research knowledge
· Critical Thinking
· Relationship building

 
Work Experience:
Department of Veterans Affairs      Denver, CO    	September 2008 – August  2009
Program Support Clerk
· Resolved complex claims to determine entitlement for administered benefits.
· Responsible for sorting, pre-screening, bar-coding and batching medical submissions for processing of medical claims. 
· Performed administrative, clerical and office automation work.

Internal Revenue Service		Lakewood, CO   July 2004 – August 2007
Group Secretary
· Provided administrative, clerical, and procedural support for Revenue Officers and General Managers. 
· Maintained time and attendance records using automated on-line system.
· Responsible of ordering office supplies
· Organized, implemented and maintained records, manuals, handbook and other reference materials. 
· Assisted Revenue Officers in the collection process of taxes by locating person and assets and skip tracing.  Results are dependent compliance to strict deadlines
· Submitted monthly reports to national headquarters.  

Disabled American Veterans	Denver, CO	   October 1984 – March 2004
Administrative Assistant/Office Manager
· Designed, implemented and administered documentation to ensure governmental and organizational compliance.
· Provided administrative support for Veterans Benefit Attorneys
· Performed a broad range of clerical, secretarial and administrative tasks as needed, appointment scheduling, client relations, database management
· Responsible for volunteer recruitment

Education:
	Westwood College			Denver, CO		January 2011 – March 2015
	Bachelor of Science/Criminal Justice
	Honors/Awards:  President’s List   Dean’s List
