STEPHANIE CARPENTER_________
12578 Elm Lane







               
(720) 301-9547
Broomfield, CO  80020








 stepha10co@yahoo.com
ADMINISTRATIVE ASSISTANT

SKILLS:
MS Word, Excel, Outlook, PowerPoint, WordPerfect, AS400, Innoprise.  Type 60 w.p.m, 
10-key by touch.

EXPERIENCE:

1997 – Present
Administrative Technician II.  City & County of Broomfield, Broomfield, CO

City & County of Broomfield Attorneys Office, 7/03 - Present

· Provide support to Assistant City & County Attorneys for Health and Human Services cases in child welfare, adult protection, adoption, juvenile delinquency, relinquishment, termination, mental health as well as child support cases, and municipal prosecution cases.  

· Assist in setting up case files and drafting answers to litigation cases involving the Public Trustee.  Prepare the agenda “script” for the Local Licensing Authority’s monthly hearings.

· Create and maintain extensive case files, prepare attorneys for court, prepare, process, proof-read, review and track court orders, motions and pleadings, letters and notices and distribute to appropriate parties.  Handle return docket details and preparation of script for the Local Licensing Authority.
· Prepare and arrange service of summons’, subpoenas, writs, legal notices and other legal documents.

· Provide support to caseworkers, supervisors, and Court Appointed Special Advocates (CASA).
· Handle phone calls and troubleshoot matters for attorneys and caseworkers from defendants, residents, City Council, members of the press, other staff members, and outside attorneys.

· Act as liaison between the caseworkers and District and County Courts, police/sheriff’s departments and other District, County and State Appeals Courts.  

· Locate and research case law and recent legislation for attorneys.

· Locate and obtain background and criminal information for parties to cases from Colorado and other states.

· Arrange travel, conference registration and materials, make hotel reservations, arrange for transportation and request per diem using travel forms, vouchers, and electronic check requests.  Schedule and arrange meetings hosted by department and make logistical arrangements.

· Review and process invoices, assist with computer problems and various other clerical duties as required.  
· Track and order office supplies, reconcile purchasing card statements and request payment for invoices.
· Provide back-up support to all attorneys and the City & County Manager’s Office including handling City Council packet preparation.

· Act as notary for staff, residents, caseworkers, and clients.

City & County Manager’s Office and City & County Attorney’s Office, 6/98 – 7/03

· Provided support to the City & County Manager and Staff as well as back-up support for the Mayor and City Council.  

· Scheduled meetings and arranged luncheons for Mayor and City Council, City Manager’s Office personnel, and various department heads.

· Prepared, reviewed, and routed Council Memos, Study Session Memos and memos from administrative personnel to department heads.  

· Handled conference/meeting registration and detailed travel arrangements for Council and administrators. 

· Provided support for various resident boards and commissions.  Organized annual boards and commissions dinners for over 150 people.

· Maintained relationships with other departments and outside agencies (municipalities, counties, State, City residents, local companies and developers, outside counsel, and local groups and organizations.)  

· Worked for the City Attorney one day per week and provided coverage for the Citizen’s Assistance Center and other City departments as needed.  Provided secretarial support for contract counsel and lobbyist as needed.  

· Assisted in various projects and with events associated with the transition to a combined City and County in 2001 and beyond.  

· Answered phones, handled mail, invoices, ordered supplies and performed other clerical duties as needed.

Human Resources, 11/97 – 6/98

· Set up and maintained personnel files for employees.  Created and maintained Excel spreadsheet for each employee to track personnel changes to provide electronic record as well as hard copy.  Processed personnel action forms and changes in payroll or employment status.  

· Handled new temporary and part-time employee orientations and paperwork.  Assisted new employees with completion of paperwork.
· Proctored written and typing tests for applicants.  

· Posted and distributed job announcements.  Kept notebook containing outside openings in other cities.  Updated City job line weekly or as needed.

· Greeted the public and employees.  Responded to inquiries from the public regarding open positions, interview and hiring policies as well as employee questions regarding various benefit or City policy issues.  Assisted employees with obtaining answers to insurance, leave, or benefit questions and provided appropriate forms and contact information.
· Conducted background/reference checks for potential employees.  Conducted salary and benefit surveys of other municipalities.
· Handled department memos, mail and invoices.  Prepared and completed forms and correspondence and maintained supply of human resources materials. 

· Answered phones, handled mail, ordered supplies and performed other routine secretarial and clerical duties as needed.


1991 – 1997
Administrative Assistant II.  State of Colorado.  University of Colorado Health Sciences Center, School of Nursing, Denver CO

      Office of the Associate Dean for Research (60%), 5/96 – 11/97

· Supported Associate Dean for Research, provided backup support to the Center for Nursing Research, School of Nursing Evaluation, and the Center for Human Caring.  

· Maintained Associate Dean’s schedule, arranged meetings, conference registration, travel and material preparation.  

· Assisted in research grant preparation and information collection. 

· Assisted in update of grants/research database for the School, created and maintained reports and other documents.  

· Performed general clerical duties and supervised student workers when necessary.

NIH K-12 Minority Research Initiative (Research Apprentice Program) 5/91-11/97

· Sole support for Research Apprentice Program.  Handled annual recruitment and placement of 27 high school students and teachers for campus offices/laboratories.  

· Prepared documents, processed payroll paperwork and timesheets.  

· Organized catering for meetings and receptions as well as a large “graduation” event for student presentations to faculty, high school teachers, staff, and parents at the end of the program each summer.

Human Resources and Facilities (60%), 3/95 – 5/96

· Supported Director of Personnel/Facilities.  

· Monitored staff evaluation and maintained written work records for 40 staff members (Fair Labor Standards Act).  Organized and updated faculty vacation records.

· Assisted with facilities scheduling, ordered furniture, provided misc. materials needed for classes/meetings, and assisted with general maintenance.  

· Assisted Information Systems in creating and maintaining a personnel database.  

· Responsible for ordering, maintaining, and distributing general supplies for the School and monitoring budget.  

· Processed new employee paperwork and maintained personnel files.  

· Provided support for School of Nursing faculty including academic support and performed other general clerical duties as needed.

Budget/Finance (80%), 8/94 to 2/95

· Supported Director of Finance and Information Systems and Accountants.  

· Drafted forms and reports for internal use.  Compiled and prepared financial report for the Campus Budget Office.  

· Processed School payroll and prepared new employee personnel paperwork.  Processed tuition, waivers and refunds.

· Processed Nurse Traineeship scholarship for School applicants.  

· Reorganized and maintained filing systems for payroll and the Director of Finance.  

· Provided heavy backup for the computer Help Desk and light supervision of a student worker. 

Information Systems (80%), 8/93 – 8/94

· Provided support for the Director of Information Systems. 

· Ran computer Help Desk providing assistance for faculty, staff, and students.  

· Provided basic maintenance of equipment for the School and Center for Nursing Research.  

· Maintained inventory of all equipment.  Ordered and assisted in the setup of PC’s and printers.  

· Trained new employees on the use of electronic mail, scheduling software and general PC use.  

NIH Infant Growth Study (70%).  5/91 - 8/93; and

NIH Pain in Children (10%) 5/91 - 10/91

· Assisted Research Assistants with various duties.  Scheduled appointments for study participants, handled telephones and grant mail.  Collected growth/measurement data from infant subjects.

· Organized and maintained filing system, drafted forms and letters, processed university forms (vouchers, invoices, purchase orders, etc.).  

· Reviewed financial statements for accuracy, tracked grant expenditures.  

· Assisted secretaries of Associate Dean and Center for Nursing Research with various duties from general clerical to grant preparation (additional 5% effort).


EDUCATION:

University of Northern Colorado, Greeley CO  80639




Elementary Education

September 1984-June 1986

Metropolitan State College, Denver CO 80221




Elementary Education

1986

Front Range Community College, Westminster CO  80020




Paralegal Studies

2004-2006

