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Susan M. “Sue” Anders
	Objective
	My objective is to find a position where I am challenged by my work, which will allow me to have pride and fulfillment in a job well done.  Although I work well on my own, I want to be part of a team that enjoys working together toward common goals.

	Experience
	2011-2012
Robert Half International
Boulder, CO
Special Projects Team
Temporary position at Urban Lending Solutions as part of the Special Projects Team.  Team provided with reassignment grids, and had to complete as instructed within the time frame given.
Experience with Microsoft Office, Microsoft Excel, AS400, Siebel, data entry.

	
	2009-2011
Manpower 
Boulder, CO
IBM Call Center Agent
Receive calls from IBM customers who need service on their IBM products.  Investigate history of customer’s accounts to see if they have warranty coverage or a maintenance agreement in place.  If not, procure a hold on either a credit card or a purchase order prior to releasing the call to the field for service.  This was to ensure that IBM was properly reimbursed for services rendered.  An ACCE or TRACIE log (legal documentation) was completed for each transaction.
Experience with Lotus Notes, Brio, various VM programs (including AS400), Microsoft Excel, printer, copiers, fax machine, data entry, 10-key by touch.

	
	2007-2009
InfoPrint Solutions Company
Boulder, CO
Administrative Assistant
Schedule meetings, web meetings and conference calls; answer multi-line telephone; schedule travel arrangements (domestic and international); process travel expense documents; assist in planning and executing employee events; purchase department supplies; sort and file incoming mail; sort and file printouts; keep copiers, printers and fax machines working; other tasks as assigned.
Experience with Lotus Notes; Lotus WordPro, Freelance and 1-2-3; Microsoft Word, PowerPoint and Excel; copiers, printers, fax machines, data entry, 10-key by touch.

	
	1991-2007
Various contracting firms/IBM
Boulder, CO
                                       (Norrell, Tascor, Interim, Spherion, Source One)
Administrative Assistant
Schedule meetings, web meetings and conference calls; answer multi-line telephone; schedule travel arrangements (domestic and foreign); process travel expense documents; provide backup to other administrative assistants when they were out sick or on vacation; purchase supplies; sort and file income mail; keep copiers, printers and fax machines operating; other tasks as assigned.
Experience with Lotus Notes; Lotus WordPro, Freelance and 1-2-3; Microsoft Word, Power Point and Excel; copiers, printers, fax machines, data entry, 10-key by touch.
1987-1991
Haddock Insurance Agency
Boulder, CO
Executive Secretary
Dictaphone transcription and other correspondence for Mr. Haddock; reception duties; answer telephones, on-line insurance applications; filing and other tasks as assigned.
Experience with Dictaphone transcription; data entry, 10-key by touch.
1984-1987
Ferrell Reed Ltd.
Boulder, CO
Order Entry Clerk
Process orders for men’s clothing manufacturer; provide backup receptionist duties; other tasks as assigned.
Experience with teletype machine, telephones, data entry, 10-key.
1981-1984
Trust Company of America
Boulder, CO
Trust Administrator
Mail room clerk; data entry clerk, trust clerk; trust administrator.  Administered IRA and Keogh pension accounts, including distributions and IRS reporting.
Experience with mail room equipment, data entry, 10-key by touch.
1978-1981
Home Mutual Insurance Co.
Appleton, WI
Mail Clerk
Sorted, stuffed and stamped outgoing mail; prepared outgoing UPS packages for shipment.
Experience with Pitney-Bowes expediter (envelope stuffer), Pitney-Bowes folding machine; Pitney-Bowes envelope stamping machines, scales and other mail room equipment.


	Education
	1973-1977
Menasha High School
Menasha, WI
Member of Capstone training program for secretarial studies.

Graduated, member of National Honor Society

	Interests
	Insurance Women of Boulder County (president, treasurer, secretary) 1987-1992
Countryside Village of Longmont Homeowners Association (president, treasurer)

Neighborhood Group Leaders Association of Longmont

Sunday School Teacher



	Hobbies
	Enjoying time with my family, especially my granddaughter; reading; playing games.


