DAPHNE D. ADAMS
Daphneadams7@gmail.com    						720 385-7305/303 975-6493

OBJECTIVE:  is to provide the background aspects of a successful Administrative Assistant, employing knowledge, and skills gained through experience and education.

QUALIFICATIONS
Possess computer skills-MS Word, Excel, and Outlook, as well as knowledge of the Internet. An effective communicator and Customer Service at all levels within an organization, self-starter, organized, adaptable, detail-oriented, outgoing, and a team-player.

EMPLOYMENT
2000 –2010			Administrative Assistant III
				City and County of Denver (DIA)	
· Provided customer service support to airport visitors regarding lost or stolen items in the airport and/or surrounding areas.
· Managed and maintained lost or stolen items in computer database and filing.
· Answered multi telephone lines and respond to all inquiries.
· Accurately packed unclaimed items; arrange for secure transport to the City County Warehouse Department.
· Handled all COD’s and mailing items out to customers. 
· Driving City and County van every week to transport all lost and stolen items to City and County Warehouse, this was a shared responsibility with co-workers  
· Driving small cart thru airport tunnels for lost and found items for pick up.

1999 – 2000			Administrative Assistant II
				Colorado State Department of Revenue
· Input tax information into the computer system. (Sales Tax, Corporation Tax, and Individual Tax).
· Verification of assignments, making corrections for integrity and accuracy of inputted data.
· Packed and unpacked work accurately to be sent to Pueblo, and received from Pueblo in accordance with office procedures and regulations.
· Traveled to Pueblo at least three times out of the year as a lead worker.

1989 – 1999			Engineering/Physical Science Assistant II
State Health and Environmental Department
· Responsible for the implementation, accuracy and productivity of data regarding various departments in The Water Quality Control Division.
· Monitored the Forest Service Campgrounds Water System for compliance with The Safe Drinking Water Act.
· Conveyed violations to campgrounds that do not comply with The Safe Drinking Water Act.

EDUCATION
	Thomas Jefferson High School, Denver, Colorado (Diploma)
	Platte College Business School, Denver, Colorado (Certificate)

	
	




