Kelli R. Carney

Kelli R. Carney
3016 East 108th Drive, Northglenn, CO 80233
Phone:  (303) 920-8405 Fax (720) 977-8088  Cell  (303) 960-6654
Email: carneykc@aol.com
Objective and Summary
A focused, hard working and broad based experienced person looking to find an opportunity to help grow a local company.  Dedicated professional with many years experience doing a wide variety of tasks from executive secretary, supply change/data entry to parts delivery looking to get back into the work force after many years of raising a family.  Long term goals include gaining additional valuable experience in the work force before returning to college to earn a business degree.
Key Strengths and Business Skills
Business 
	· General Office
	· Administrative Assistant

	· Document Management
	· Insurance Billing

	· Corporate Travel Agent
	· Data Entry 

	· Shipping and Receiving
	· Booking In/Booking Out Product

	· Problem Solving
	· Creating Reports

	· Works independently/Meeting deadlines
	· Problem solving and resolution


Technical
	· Microsoft Excel 97-2007
	· Microsoft Outlook
	· Internet Explorer

	· Word Perfect
	· American Express Ticketing
	· Mac OS

	· UPS/FedEx Shipping
	· Microsoft OS 95/98/XP
	· DOS based order entry system

	· Netscape
	· Microsoft PowerPoint
	

	· Microsoft Word 97-2007
	· Novell Email
	


Experience
SHUTTER PRIORITY, Westminster, Colorado
November 2007 to April 2009

Administrative/Data Entry
· Originally responsible for booking in cameras, but grew into performing the tasks of 3 people including book in, book out and lead liaison between Shutter Priority and Pentax
· Cross trained in several aspects of book in for all products including camera and binoculars
· Shipping and Receiving of cameras in need of repair/booking out repaired cameras
· Problem and resolution of issues
· Creating reports for company headquarters and various repair technicians and emailed reports to Pentax
· Creating work repair estimates for customers
· Maintaining spreadsheets for unrepaired cameras

· Filing and copying materials

Colorado Rockies, Denver, Colorado

April 1999 to October 2005

Gate Admissions and Security

MK CENTENNIAL ENGINEERING, Golden, Colorado 
September 1996 to August 1998
Administrative Assistant/Executive Secretary
· General office duties: Answered telephone; faxed and mailed professional documents; Filed and copied materials.

· Executive Secretary: Secretary to transportation civil engineers helped in organization, writing letters; typing and quality checking proposals and other such secretary work; Also did periodic professional errands; Worked closely with several project managers helping.  The organize schedules and handling various demands brought on by different projects.

· Maintained resource library: Responsible for checking in new engineering periodicals, Professional whit papers, proposals, and other engineering documents; Tracked checking out of documents
· Corporal Travel Agent: Booked corporate travel for executives, project managers and Engineers; Analyzed and reported on the cost of company travel for many employees

· Maintained FedEx/UPS shipping logs; kept track of all incoming and outgoing

Pressworks, Denver, Colorado
June 1995 to August 1996

Receptionist/Warehouse

· General office duties: answered telephone; Faxed and mailed professional documents; Filed and copied materials

· Assisted in the warehouse filling orders; stuffing letters and tracking orders. 
John Elway Honda, Westminster, Colorado

August 1993 to February 1994
Parts Driver

· Delivered parts to several auto body shops around the Denver, Boulder, Fort Collins, Colorado Springs.

· Assisted in loading parts and tracked orders.

MANPOWER TEMPORARY AGENCIES, Westminster, Colorado

June 1990 to September 1996

Various Administrative Office and Clerical Duties

· Windshield America: June 1990 to July 1993; Claims Processor and back up receptionist.

· Cigna Insurance: March 1994 to December 1994; processed claims, quit to have a baby

· Various other part time assignments for firms including Hunter Douglas, Den-Co and others doing many administrative and office duties.

EVENT SERVICES, Denver, Colorado

August 1987 to January 1992

Gate Captain and Security

· Worked Gate 8 taking tickets and Visitors’ locker room

· Made Gate Captain in second season

· Secured playing field

· Escorted visiting team to team bus
VOLUNTEER ACTIVITIES

· Woodglenn Elementary Parents Association Member

· Volunteer at Woodglenn Elementary

· Past Bowling League Treasurer and Vice President

· Assumption Church Bazaar

· Assistant Manager and Tournament Coordinator for Hyland Hills Hockey Association Bantam 2

· Past Boy Scout Troop #139 Leader and Special Activities Coordinator

· Volunteer for Girl Scout Troop #1535

Education
Front Range Community College – September 1990 to Current

Working on Associates of Science degree

Attended 1990 – 1991, 1994 – 1995, and current

Denver Technical College – June 1988 to June 1989

Worked on Sports Medicine Degree
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