Vicki Cassidy
Mobile (303) 437-1545  Home (720)484-4942  E-MAIL: vcassidy123@aol.com


Overview
· Strong attention to detail and well organized
· Fast and accurate typist and data entry operator
· Proficient with daily schedules and deadlines
Experience
Graphics Associate | Sep. 2007 – June 2011 | Dex One, Englewood, CO
· Responsible for completing print orders for all 360 Dex directories each year
· Updating the Print Requisition System with all Awareness products
· Verifying that all page counts, sections, and ink colors are correct for each section of every book and that all WRF and DCA changes have been made
· Distributing the directories  to the Distribution List for Advanced copies
· Process all vendor invoices: Verify all quantities ordered and overrun percentages according to contracts; Check all section colors and unit prices; Research all discrepancies; Maintain and submit an Excel spreadsheet for payment of all invoices on a weekly basis.
· Complete a copyright application for  300 different  directories annually for the Library of Congress.  This included shipping the books to the Library of Congress, recording and filing the paperwork and keeping track of balances in East and West accounts.   
· Book closing tasks: Pre and Final Display Ad Sequence Reports; Big Ad Checks; YP Galley Updates
· Proofread Awareness Products and followed through to get errors corrected; Filler Assignments; Check and Mail Proofs to Customers
Administrative Support | Aug.  1999 – Sep. 2007 | Dex One, ENGLEWOOD, CO	
· Stocked and maintained both Sales libraries which contained copies of all 360 Dex directories
· Pulled sales reports from Keystone, printed and delivered to appropriate sales reps
· Picked up, sorted and delivered proofs for over 100 sales reps
· In charge of ordering all office supplies and sales aids for Denver sales force and Management 
· Processed large mail-outs, courier deliveries, certified letters and overnight mail
· Created in-column ads to be printed in the Dex directories
· Managed copy sheets
· Office tasks: Troubleshoot and fixed equipment and installed toner/parts for copiers, printers and fax machines; Sorted and delivered mail; Filing; Created labels for mail-outs and sales reps account files;; Matched invoices with packing slips and submitted for payment
· Graphics transfers
· Dot books for sales
Awards
· Winner of STRIVE Award for exceeding performance objectives for 4th Quarter 2009
