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SUMMARY OF QUALIFICATIONS




















Education  ................  	 University of Colorado - graduated 1980


			Bachelor of Arts degree in   Music Education.





			Front Range Community College - 1993


			Associates Degree in Business Administration / Business Law.

















 


Skills  .........................  12500 key strokes per hour…45 words per minutes typing speed... 


                                     Excellent telephone communication skills...Familiar with several 


                                     PC applications...Word Processing experience...Careful, accurate 


                                     and efficient filing and  copying abilities...Familiar  with all phases of 


                                     running an office.




















Strengths ..................  Well organized...Friendly, courteous and articulate...Effective


			customer service skills...Excellent attendance record...Strong


			commitment to cooperative teamwork...Reliable and responsible...


			Able to work effectively alone or with a variety of people in


			difficult and demanding situations...Enthusiastic and willing  to


			learn new skills...Hard worker willing to work long hours.
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  EMPLOYMENT HISTORY





Accounting/Office Assistant					May 1997 - Present


Diamond Vogel Paints, Denver, Colorado





	During my employment with this employer, I am responsible for completing all work that is assigned to me by 4 bosses.  I help anyone that needs help with anything


  


Type all correspondences using personal computer and MS Word and Excel.


Work on daily reports from 8 store locations.


Do daily invoicing.


Set-up new accounts and employee files.


Maintain all fleet records


Answer phones and greet people


Make copies and file all work


Accounts payables and receivables


Make daily bank deposits


Prepare all mail for outgoing and incoming


Help with inventory counts





Secretary						           June 1994 - December 1996


Ground Engineering Consultants, Inc., Commerce City, Colorado





	During my employment with this employer, I was responsible for completing all work that was assigned to me by 7 bosses.  I occasionally helped out in the field on big projects and in the laboratory when needed.


  


Typed all correspondences using personal computer and MS Word and Lotus.


Formatted, typed, finalized all reports for clients.


Prepared proposals for prospective jobs.


Calculated and typed all test data.


Typed daily reports.


Ordered all office and lab supplies.


Invoiced clients for work completed.


Set-up new clients and employees


Maintained all fleet records


Answered phones and greeted clients


Copied and filed all work


Accounts payable and receivable





�



Administrative Assistant			                         November 1978 - October 1993 


Factory Machine Operator


Stemco Manufacturing Company, Denver, Colorado





	During my extended employment with this employer, I was responsible for managing two sets of duties.  Namely, I worked simultaneously as an Administrative Assistant and a Factory Machine Operator:  In sum, I spent half my work day performing office procedures and the other half working on the press floor:  The following information is provided to illustrate the types of skills and experiences I developed in this unique employment situation.





Administrative  Assistant





Typed correspondences using personal computer and word processing software.


Accurately completed bookkeeping tasks (maintenance of general ledgers).


Answered phones, maintained filing system and personnel records.


Kept daily records of production - related matters.


Ordered all materials for production.


Inventoried supplies and materials on a routine basis.


Attended to accounts payable and receivable.





       Factory  Machine  Operator





Operated a variety of factory machines, such as punch press and packaging machines.


Assisted with shipping and receiving.


Read and followed instructions to set up and adjust machines.


Maintained quality standards in accordance with pre-set specifications.


Used math skills for measuring, computing and record keeping.


Supervised up to 10 people in packaging department.
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