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Seeking an administrative role to utilize my existing skills and build on the experience.
Work Experience

Inventory Specialist
LKQ HENDERSON
December 2018 to Present
· Verify and record purchased vehicles delivered to the facility from weekly Auctions. 
· Record on each vehicle received the Assigned Stock Number entered for the Plant. 
· Record and enter inventory all useable parts for each vehicle. 
· Scribe all parts saved for inventory with assigned stock number. 
· Follow specific work instructions and best practices to safely and accurately complete daily workassignments and record indirect time in a timely manner. 
· Verify that proper documentation is attached. 
· Maintain a clean, neat, and orderly work area. 
· Participate in all assigned training programs and adhere to all guidelines. 
· Develop and maintain excellent customer service to internal and external customers always. 
· Assist in various warehouse maintenance tasks, including sweeping floors, storing equipment, etc. 
· Performs other duties as assigned
PILOT THOMAS LOGISTICS FORT LUPTON
April 2018 to December 2018
Frac Document Specialist 
· Manage documents, receive, review, edit, 
· Input and maintain data daily 
· Answer incoming calls and emails from clients 
· Maintains document control system including, work instructions, procedures and associateddatabases 
· Tracks inventory used 
· Enter payroll daily 
· Safety, audits on vehicles, makes sure everyone is following proper procedures, wearing PPE
Dispatcher
Q3 CONTRACTING INC COMMERCE CITY CO - Commerce City, CO February 2018 to April 2018
· Schedule Traffic control, Flaggers, and Foreman's jobs for the following day 
· Answer incoming calls and emails from prospective clients 
· Fill out paperwork for the Traffic Control Supervisors 
· Receive orders for the following day 
· Check in with the TCS and Foreman 
· Maintain an entire dispatch department daily
Sales Associate
VAPERGATE LAKEWOOD CO - Lakewood, CO January 2018 to March 2018
· Greet customers entering establishments. 
· Calculate total payments received during a time period and reconcile this with total sales. 
· Bag, box, wrap, or gift-wrap merchandise, and prepare packages for shipment. 
· Receive payment by cash, check, credit cards, vouchers, or automatic debits. • Issue receipts, refunds, credits, or change due to customers. • Take inventory of stock.
Warehouse Specialist
SIERRA DETENTION SYSTEMS BRIGHTON CO - Brighton, CO April 2016 to August 2016
· Initiated purchase orders using QuickBooks software. 
· Received and verified shipments 
· Prepared parts and shipped to clients throughout the country 
· Wrote, received and verified RMA merchandise 
· Inventoried and maintained all warehouse products
Office Assistant
EMPLOYMENT SOLUTIONS LONGMONT CO - Longmont, CO
January 2015 to January 2015
· Answer phone calls and direct calls to appropriate parties or take messages. 
· Greet visitors and determine whether they should be given access to specific individuals. 
· Perform general office duties, such as ordering supplies, maintaining records management databasesystems, and performing basic bookkeeping work. 
· File and retrieve corporate documents, records, and reports. 
· Open, sort, and distribute incoming correspondence, including faxes and email. 
· Provide clerical support to other departments. 
· File and maintain records. 
· Perform administrative support tasks, such as proofreading, transcribing handwritten information,or operating calculators or computers to work with pay records, invoices, balance sheets, or other documents. 
· Collect, sort, distribute, or prepare mail, messages, or courier deliveries. • Keep a current record of staff members' whereabouts and availability. 
· File and maintain records.
Front Office Assistant /Billing Clerk
ARISTOCRAT RANCHETTES WATER PROJECT Fort Lupton CO - Fort Lupton, CO September 2014 to January 2015
· Arrange for debt repayment or establish repayment schedules, based on customers' financialsituations. 
· Sort and file correspondence, and perform miscellaneous clerical duties such as answeringcorrespondence and writing reports. 
· Perform various administrative functions for assigned accounts, such as recording address changesand purging the records of deceased customers. 
· Locate and notify customers of delinquent accounts by mail, telephone, or personal visits to solicitpayment. 
· Perform various administrative functions for assigned accounts, such as recording address changesand purging the records of deceased customers. 
· Operate telephone switchboard to answer, screen, or forward calls, providing information, takingmessages, or scheduling appointments. 
· Receive payments and post amounts paid to customer accounts. 
· Greet customers entering establishment, determine nature and purpose of visit, and direct or escortthem to specific destinations. 
· Locate and notify customers of delinquent accounts by mail, telephone, or personal visits to solicitpayment. 
· Hear and resolve complaints from customers or the public. 
· Answer customer questions regarding problems with their accounts. 
· File and maintain records. 
· Perform administrative support tasks, such as proofreading, transcribing handwritten information,or operating calculators or computers to work with pay records, invoices, balance sheets, or other documents. 
· Collect, sort, distribute, or prepare mail, messages, or courier deliveries. 
· Receive payment and record receipts for services.
Education

High School Diploma
Fort Lupton High School Fort Lupton CO
May 2014 Skills

data entry (Less than 1 year), Excel (Less than 1 year), filing. (Less than 1 year), Microsoft excel (Less than 1 year), Microsoft office (Less than 1 year), Microsoft word (Less than 1 year), Ms office (Less than 1 year), multiline (Less than 1 year), multiline phone (Less than 1 year), organizational skills (Less than
1 year), Word (Less than 1 year)
Additional Information

· Strong organizational skills, ability to multitask, as well as answer a multiline phone, data entry,
filing. 
· Intermediate at Microsoft Office, Microsoft Word, Microsoft Excel
