Andrea Helms
Ahelms4213@gmail.com
720.998.6882
Overview
Seeking a challenging and fulfilling role utilizing my 12+ years of experience where I can contribute to a team. I provide best-in-class client, customer and peer experience, and look forward to being challenged to grow in my career, skills and knowledge. I thrive in an independent remote work environment as well as contributing to a dynamic team in office.

Skills & Qualifications
5C Moderate Risk Public Trust Government Clearance 
Office Management – AR billing and AP support, payment systems, bookkeeping, office and field supply management, pricing and inventory updates across multiple locations
Logistics/Shipping – Dispatch, tracking, route coordination, ensure customer promise date, working with regional driver network and third party vendors
Fleet Operations – Maintenance, fuel cards, registrations, records management, towing and salvage
Document Management – Contracts, billing and payments, Certificates of Insurance (COIs), lien documentation, etc.
Policy and Procedure Implementation – Writing/finalizing job aids and procedures, eye for detail and design of workflow
Administrative Proficiency – Public Notary, data entry, calendar and meeting coordination including minutes, continued reporting to management and business partners

Experience
CMS Environmental Solutions – Greenwood Village, CO
Office Manager; September 2019 - January 2023  

JW Logistics and Amazon – Aurora, CO 
Logistics Administration; June 2016 - February 2018  

International Entertainment Consultants – Denver, CO
Office Manager; May 2015 - February 2016

Carpet Exchange – Denver, CO
Executive Office Assistant; August 2014 - July 2015  

References provided upon request
