Richelle Cawthra
9130 Owl Lake Drive
Longmont, Co 80504
303-833-4065
E-mail: erbrcaw@mesanetworks.net

Background Summary
I have many different skills that would be just right for your company.    I have an accounting background with accounts payable, payroll, bank accounts, invoicing, purchase ordering, working with outside vendors, along with helpdesk support.  Over 7 years’ experience in the Telecommunications field.  Hardware/Software knowledge of Avaya product line and Octel/VMX voice mail.  Excellent interpersonal skills and problem solving abilities while delivering a high degree of customer service satisfaction.

Work Experience
EAGLE-Net Alliance

Operations Specialist							5-2011 to Present
1. Physically receiving equipment delivered to office and reviewing packing slips of equipment delivered to the outside warehouse.  Forwards receiving documentation to A.P. for payment.
1. Inventory control and asset tracking of network equipment including entry into asset tracking system (GLPI).
1. Tracking of all network circuits/locations/vendors and contracts for network build.  This includes ordering of new circuits for network CAIs, disconnecting and changing out circuits for network upgrades.
1. Processing Purchase Requisitions as requested for network build equipment.
1. Completing customer calls for the IT department and being a main contact for customer inquiries and support.
1. Sending out all network alerts/maintain customer database (new and old customers), upgraded service and maintenance.  Follow-up with all Helpdesk tickets.
1. Acting as building liaison to take care of all physical issues within the facility.  Tracking and issuing all security badges to EAGLE-Net employees and guests.
1. Acting as organization’s Notary Public.
1. Assisting with all Engineering, IT and Operations requests as requested.
Experience with the following technologies is required:
1. Microsoft Windows
1. Microsoft Office
1. GoogleApps products
1. Various financial software packages
1. Various Asset tracking products


Centennial Board of Cooperative Education Services (CBOCES)

[bookmark: _GoBack]IT Helpdesk Tech								2008 to 2011

· Input/support Helpdesk calls and tickets
· Invoicing for services rendered
· Accounts Payable
· Payroll 
· Perform backup for all systems
· Interface daily with customers

Other Functions and Responsibilities:
First level support for all incoming support calls on all systems, use Heat system to report all trouble ticket calls, run all payroll and account payable checks for supporting school districts and BOCES, troubleshoot invoicing for reimbursements from Government entities, perform daily/weekly/monthly backups for all system, support and backup personal in varies departments, perform printing services, help out on any projects needed.  Systems I work with: IFAS accounting, IC student data system, CIMS, Heat reporting, perform accounts payable and payroll duties for smaller school districts 

Verigent/Sun Microsystems

Telecom Analyst Adv								2006-2008

· Infrastructure, telco and applications troubleshooting and resolution.
· Vendor liaison for troubleshooting and reporting issues.
· Interface daily with customers resolving problems/questions.
· Design and implement voice software/hardware applications.


Other Functions and Responsibilities:
T1 monitoring and troubleshooting, Avaya ACD programming including VDN’s and Vectors, Avaya 8710 hardware/software, software programming in the VMX/Octel voice mail, basic CMS reporting, CMS reboots, use Remedy and Vantive trouble ticketing systems to receive and report trouble ticket resolution, provide technical support for system upgrades and scheduled outages, perform system backups, perform software programming for move/add/changes in field offices as well as Louisville campus (perform physical wiring on the Louisville side), scheduling of phone techs for move/add/changes, update and maintain all PBX and voice mail databases.


EDS/StorageTek
Telecom Analyst Adv								2002-2006

· Infrastructure, telco and applications troubleshooting and resolution.
· Vendor liaison for troubleshooting and reporting issues.
· Interface daily with customers resolving problems/questions.
· Design and implement voice software/hardware applications.


Other Functions and Responsibilities:
T1 monitoring and troubleshooting, Avaya ACD programming including VDN’s and Vectors, Avaya 8710 hardware/software, software programming in the VMX/Octel voice mail, basic CMS reporting, CMS reboots, use Remedy and Vantive trouble ticketing systems to receive and report trouble ticket resolution, provide technical support for system upgrades and scheduled outages, perform system backups, perform software programming for move/add/changes in field offices as well as Louisville campus (perform physical wiring on the Louisville side), scheduling of phone techs for move/add/changes, update and maintain all PBX and voice mail databases.

StorageTek								1996-2002
Business Operations Specialist

· Analyzed Corporate and field telecom invoices for payment
· Placed orders for circuits and business lines
· Helped with Corporate cell phones
· Interfaced with Voice and Data Engineers

Storage Technology Corporation					1994-1996
Payroll Financial Analyst

· Maintained and Balanced the General Ledger for all of Payroll including state taxes
· Backed up Payroll personnel for payroll cycles

Nor-Mar Inc.
Bookkeeping for 10 Burger King Restaurants			1988-1994

· State Sales Taxes
· Maintained and balanced the General Ledger for all payroll including state sales taxes
· Accounts Payable
· Bank deposits and money transfers
· Reconciled bank accounts
· Input, printed and distributed payroll checks with time sheets
· Helped Accountant with the General Ledger for end of month and quarterly reports


Education
Parks Junior College – Accounting major/Computer minor 1987, Regis Business Certification 1996-1997, Avaya Basic Administration 2000, ARS Administration 2001, Basic Data 2003-2004, Avaya ACD basic administration 2005, Infinite Campus Certification 2009, IFAS training 2009/2010, Student Data Systems 2009/2010, Ongoing OJT.




