RISHA G. BRADSHAW
14559 West 32nd Avenue, Golden, Colorado 80401
720.273.6731(c) ( dwbrgb3@comcast.net 
BACKGROUND SUMMARY
Combined years of service includes over seven years experience as Executive Assistant with senior and C levels, and ten years as Administrative Assistant; in conjunction with departments of Human Resources, Operations, Construction, Accounting, and Oil & Gas.  Cross-functional experience includes, but not limited to, construction of budgets and forecasts, creation of RFP’s and contracts, working with multiple filing systems (i.e. alpha, numerical, and oil & gas well files), and accounting credentials (i.e. accounts receivable, payroll, billing and collections).
All positions as an assistant hold some basic duties:

· Manage expense reports, calendars, travel, scheduling, records (updating and retention), research, correspondence, paper flow, phones, faxes, email and daily mail preparation.
· Coordinate meetings, conference calls, room setup, catering and special events.
· Handle confidential files and information.
· Microsoft talent includes Excel - creation of charts, pivot tables, calculations, and formatting; Word - document and table formatting, macros, and graphics using Word Art; PowerPoint - creating presentations from scratch, inserting Excel files, and adding animation and sound.
PROFESSIONAL EXPERIENCE
Xcel Energy Service, Denver, CO
2013 – 2014

Administrative Assistant IV

· Assistant to the Vice President of Commercial Operations and additional support to seven Directors.

· Compose, design, edit and prepared various correspondence, documents and reports for the department including spreadsheets, graphs and charts.  Identified computer applications to perform required duties in the most effective manner.

· Processed department timekeeping and employees changes.

· Greeted and directed customers, answered phones and maintained stationery supplies. Received, sorted, redirected and prioritized incoming mail.

· Maintained & prepared payment processing for outside contractors and vendors.

· Coordinated and initiate meetings and travel arrangements for the department.  Arranged schedules for management.

· Maintained and updated corporate documents (i.e. policies and procedures, organizational charts and announcements for designated department) and departmental files.

· Provided support for departmental projects.  Performs other general clerical duties as assigned specific to designated department.
Xcel Energy Service, Denver, CO (Contracted by Entegee Service Agency)
2010 – 2013
Administrative Assistant III
· Coordinated and scheduled meetings, preformed heavy calendar activities for management.
· Assistant to the Director of System Performance & Standards and additional support to three Managers.
· Ensured project and training obligations were on target and fulfilled.
· Entry completed for semi-monthly and bi-weekly payroll.
· Updated electronic procedure manuals, vendor’s contracts, and team’s SharePoint file system.
· Constructed monthly scorecard and organizational flow charts.

· Organized events, recognition lunches and dinners, and awards presentations.
Xcel Energy Service, Denver, CO (Contracted by Entegee Service Agency) - Continued
2010 – 2013

Administrative Assistant III
· Coordinated and scheduled interviews.
· Prepared and submitted expense reports electronically.
The Bailey Company, LLLP, Golden, CO
1996 – 2009

Executive Administrative Assistant

· Support to the CFO, President, Vice President of Operations, Controller, Director of Construction and Director of Human Resources in different capacities over the years of employment.
· Managed reports; expense, weekly, store income vs. expenses, and construction remodeling.
· Controlled records retention for corporate insurance policies; liability, auto and health.
· Coordinated and scheduled internal and external meetings, conference calls, catering and training courses with materials.
· Assisted with annual convention registration, hotel housing and presentations.
· Administered and tracked construction contracts, invoices, collections, liability insurance, city construction licenses, sub-contractors certificates of insurance, corporate motor vehicle purchases and license renewals.
· Intermittent support for Human Resources regarding health insurance eligibility, deductions, company policies and procedures, new hire paperwork, handbooks development, personnel files, I-9 paperwork, benefits information and leave of absence FMLA CFRA.
· Initiated the reformation of electronic and hardcopy departmental files consisting of City licenses, suppliers/vendors contracts, and corporate liability and health insurance policies.
· Earlier years support included two Directors and eight District Leaders while coordinated resources within the Operations, Human Resources, and Construction Departments and serving as the customer support agent.
The Rocky Mountain Association of Geologists, Denver, CO
1980 – 1996
Secretary and Accounts Receivable

· Managed accounts receivable, invoicing and collections, publication sales, newsletter bulk mailings, office phones and secretarial duties.
· Coordinated special events of weekly luncheons, periodic short courses and seminars, along with aiding managers and committee members in organizing annual holiday events and functions (i.e. golf and tennis tournaments, annual picnic and summer field trips).
· Scheduled convention registration, shipped materials, ordered supplies and equipment.
· Desktop publishing, with use of Apple Macintosh computer, entailed creation of publication order forms and pamphlets along with event and course registration forms for a monthly newsletter.
COMPUTER Proficiency
Advanced skills in Microsoft Excel, Outlook, PowerPoint and Word.  Additional systems aptitude in Concur, Mercury, NetMeeting, PassPort, SharePoint, SumTotal and Carlson Travel.  Basic skills in Microsoft Access, Adobe Acrobat Professional 8, Lawson applications.
EDUCATION

· High School Diploma

· Training Certificates:  Word, Excel, PowerPoint, PassPort & SumTotal

AWARDS
· Office Employee of the Year, 2003

· Core Value Award “Always Do Our Best”, 2000
