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Qualifications Summary

· Service-focused, technically skilled and hardworking office support professional with 3 years of experience as a Secretary and part-time Administrative Assistant. As well as 12 years as an Data Entry Clerk.
· Advanced skills in MS Office Suite (Word, Excel, and Outlook); demonstrated ability to learn new computer programs quickly.

· Expert interpersonal and communication skills -- known for tactful handling of sensitive, confidential issues; ability to resolve customer complaints.

· Reputation for dependability, honesty, dedication and enthusiasm. Provide premium service to both internal and external customers. 


Professional Experience
Secretary, 2011 to 2013 | The Denver Post | Denver, CO
· Provide support to the Director of Metro Home Delivery and Director of New Acquisition and Single Copy Sales for The Denver Post and support other members of the executive management team.  Responsibilities included; processing and creating spread sheets, answering calls, time card/payroll processing for field managers, ordering office supplies
Data Entry Clerk, 1999 to 2011 | The Denver Post | Denver, CO
· Responsibilities included; processing managing reports from 6 major National Publications and 3 local based publications,  input orders, memos, transfers into CJ/Discus computer systems, filing, lead clerking, input credit card payments.
Circulation Manager/Mail Room, 1996 to 1998 | The Lamar Daily News | Lamar, CO

· Responsibilities included; supervised and managed 27 carriers. Handled a volume of incoming calls; complaints and subscriptions. Responsible for delivery of 9,000 papers. Inserts/advertisements. Helping in the press room 
Supervising Manager/Cashier, 1993 to 1996 | Hardee’s | Lamar, CO

· Responsibilities included; over all stock management. Handled crew schedules. Opening and closing store. Made deposits. Crew casher 



Education & Training
No Degree, 1991 to 1992 | Mesa State College | Grand Junction, CO
· One year; Major: English Miner: Theatre 
High School Diploma, 1991| Lamar High School | Lamar, CO
REFERENCES AVAILABLE UPON REQUEST
