					Brenda Blackburn
					1837 22nd Street #3
					Greeley, Colorado 80631
					970-405-0801

EDUCATION				Aims Community College      Aug 1989-June 1991
					Major: Accounting
					Minor: Office /Computers
					Skills:  Accounting, Bookkeeping, Computers and Software
					Including Microsoft Office, Word, Excel, PowerPoint, Filing,
					Customer Service, All Office Machines,  Multi-line telephones
EMPLOYMENT				Rainbow Motel     01/11-09/13
					Accountant/ Housekeeping 
					Prepared taxes  before  season  for owner, Front Office Staff
					Input end of month sales in computer, totaled expenses 
					Every month, Took rent from tenants, Checked  in patrons,
					Housekeeping for motel and office, cleaned rooms daily
					Stoddard Funeral Home     07/08-08/13
					Assistant Director/ Driver
					Assist Director with funeral services, Drive limos, vans, 
					Coaches, to and from funeral services, to Boulder Crematory, 					To casket companies, Take and get death certificates to and 
					From Dr. Offices and health departments, Removal of
					Decedents from hospice, nursing homes, and residences
[bookmark: _GoBack]					Office Receptionist  

					
