Janie Aguilar

Northglenn, CO  80260

(720) 839-8214

EMPLOYMENT OBJECTIVE:
Admin Assistant/Legal Clerk

EDUCATION:

Graduate of Rocky Ford High School, 1976, Rocky Ford, CO  81067.

Otero Junior College, La Junta, CO  81050.  Took secretarial classes, psychology, sociology and spanish classes.

Front Range College, Westminster, CO.  Various classes of interest, most recently, technical writing (Spring 2011).

PROFESSIONAL EMPLOYMENT:

Insight Global, 1720 South Bellaire Street, Ste 700, Denver, CO  80222

Position:  Data Entry for Sales (Verizon Business) – Sept 26, 2011 – March 30, 2012 

Duties:

· Process Customer Service Requests

· Process VOIP orders for Verizon Sales Department using various data bases.

· Data entry using a shared Excel spreadsheet.

Adecco Staffing, 8771 Wolff Court, Suite 100, Westminster, CO  80030

Position:  Temp Admin Assistant – Jan 2009 -  Jul 2011

Duties:

· Find phone numbers for openers to call businesses to set up tax lien payments to IRS.

· Used Lexis.com and Superpages.com to find phone numbers.

· Answer phones, take messages, data entry, gather witness info for unemployment hearings, make copies, file, scan and email scans.

· Sort and send out company mail using Pitney Bowes and Neopost mail machines, Fed Ex.

· Create various forms, Data entry for PO Log daily.

· Assist Human Resources with Personnel files, organize and fax expenses for reimbursement.

· Do background checks, fill job orders.

· Order lunches, reserve conference rooms for meetings.

· Monitor site security, take daily employee attendance in case of emergency evacuation.

· Assist EHS Department with Material Safety Data Sheet updates.

· Building security/access badge coordination
Rossi Legal Staffing, 1660 South Albion Street, Denver, CO  80222

Position:  Temp Evictions Assistant – First Preston Management, 1888 Sherman Street, Ste 375, Denver, CO – Aug 2007 – April 2008

Duties:

· Explain and prepare Cash For Keys Program to callers/occupants.

· Data entry regarding evictions in Home Tracker program.

· Assist with End of Month reports.

· Data entry for new and closed evictions

· Email communication with para-legals and attorneys

· Follow up on attorney updates as needed
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US Facilities Management, 6304 Spine Rd, Boulder, CO 80301 – Aug 2006 – Nov 2006.

Position:  Accounts Payable

Duties:

· Code purchase orders with invoices & enter coding in data base

· Update allocation chart weekly, file, phones, messages

· Assist Safety Department to prepare for audit (data entry, inventory, MSDS research).

· Inventory supplies, run errands and mail pick up, scan documents and e-mail to proper person 

Kleinfelder, Inc., 611 Corporate Circle, Ste C, Golden, CO  80401 - Feb 2005 – Feb 2006.

Position:  Administrative Assistant

Duties:  

· Type, sort and mail concrete, soil and asphalt reports for CMT Department

· Post reports on company web-site for clients.

· Occasionally assist Geo-Tech Department with issuance, format, copying, binding and sorting of reports and lot letters, occasionally back up receptionist, direct visitors

· Issue letter numbers and format letters for CMT Department, data entry for time sheets and lab usages

M-E Engineers, 10055 West 43rd Avenue, Wheat Ridge, CO  80033 - Mar 2004 –Dec 2004.

Position:  Administrative Assistant

Duties:  

· Type letters, faxes, memos, transcribe punchlists, make copies, format specs for Mechanical and Electrical Engineers, log and mark up submittals, log RFI’s.

· Sort and distribute mail, faxes and incoming packages for 70 employees, prepare outgoing overnight mail, back up receptionist, direct visitors

· Assist HR and Accounting with filing, copying and other miscellaneous duties

· Occasionally transcribe.

Greyhound Lines, Inc. 2450 Curtis Street, Denver, CO 80205 – Feb 1999 – Mar 2004.

Position:  Administrative Assistant

Duties:  

· Order fuel and office supplies, type letters, faxes, memos, take and transcribe meeting minutes, make copies

· Assemble personnel records, prepare drug testing paperwork which required confidentiality

· Kept log of sick leave, vacation, lost time and training in MS Excel

· Filed worker’s comp reports with carrier and prepared OSHA reports

· Prepare union grievance paperwork

· Distribute mail, balance petty cash, create and receive purchase orders

· Prepare expense reports, answer phone, direct visitors, tested potential new hires

· Process payroll (Kronos) and end of month reports using MS Excel

· Communicate facility repairs using Group Wise E-mail

Skills

MS Word, Excel, Powerpoint.  Can operate various fax and copier machines.  Data entry for Access.  I have experience with Groupwise and Outlook email.  Received "Living Greyhound Values" award for promptness, positive attitude, overall great work ethic. Certified in "Supervisor Drug & Alcohol Training" with Greyhound Lines. Also received "Appreciation Certificate" from Adecco for outstanding efforts and contributions.

