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Administrative Specialist
Longmont, CO 80501
carolinekelly277_heq@indeedemail.com - (720) 648-4418
Authorized to work in the US for any employer
WORK EXPERIENCE
Administrative Specialist
Lund Brown Group - 2017-04 - 2017-06
They are Corporate Headquarters for Hardee's and Carl's Jr.
My duties included Banking and verifying Spreadsheets, Accounting, renewing Licenses, directing calls, sorting mail, shipping FedEx and UPS, greeting and mailing out checks.
Administrative Assistant III
CU Boulder - 2016-09 - 2017-04
I was a contract employee on assignment through Job Store, in the building of Engineering and Applied Science at the Dean's Office. Duties include: Appointment setting, scheduling, troubleshooting, faxing, filing, helping students, drafting and editing docs, emailing, receiving packages, ordering supplies, sorting mail, organizing bulletin boards, answering questions, helping staff with projects, data entry, etc.
Teller
First National Bank - 2015-12 - 2016-09
Cash handling, deposits, withdraws, transfers, scanning the BIC, balancing the Vault.
Running credit card apps, issuing cashier's checks, etc. I have experience with various bank software programs, as well as Salesforce.
Receptionist / Admin Assistant
Heritage Title Company - 2015-04 - 2015-10
Heritage is a Real Estate Title company that hires contract employees through AppleOne.
My duties include: Phones, faxing, filing, setting up Contracts, entering the Deposit, appointment setting, collecting Earnest Money, making copies, making and bringing Clients coffee, stocking snacks, emailing Clients, etc.
Administrative Assistant
Office Team - 2014-04 - 2015-03
I worked various office assignments via Office Team.
Front Desk Manager, Administrative Assistant, and Customer Service Rep, to name a few. My duties include: Phones, faxing, filing, emailing, appt. setting, ordering supplies, travel arrangements, cake ordering for birthday's, calling the repair man, etc. Also: Scanning, filing, customer support, and tech support
Project Lead
Microsoft Bing - 2013-08 - 2014-03
Microsoft hires contract employees through Insight Global Temp Services. DSM Operator That entails Working on Bing Maps. Editing, Debugging and Testing new programs. After a month, I was then promoted to being Project Lead, I supervised a staff of six
Optician
Beyer Lasik Center - 2011-12 - 2012-04
Front Desk, Appointment Setting, Phones, Data Entry, Faxing, Filing, Fixing Glasses, and Customer Service
Optician
Pearle Vision - 2010-09 - 2011-11
Front Desk, Phones, checking in jobs, Appointment Setting, measuring for glasses, Ordering Contact Lens, Fixing Glasses, and Customer Service
EDUCATION
Paralegal Studies
Ashworth College 2017
Cosmetology
Empire Beauty School
2012 - 2013
Web Design
University of Colorado Boulder - Boulder, CO
SKILLS
DETAIL ORIENTED, PUNCTUAL
ADDITIONAL INFORMATION
Proficient on the following software applications and operating systems:
MS Word, Excel, PowerPoint, Outlook, Mac OS, Salesforce Knowledgeable in: Bookkeeping, Accounts Payable, and Receivables.
Skills: Leadership, communication, and motivation.
I am detail oriented, punctual, reliable and driven.
