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ADMINISTRATIVE ASSISTANT

Consummate skills and experience across diverse industries in self-directed roles.  Interested in permanent, part-time position performing integral role in day-to-day general business operations, capable of advanced levels of responsibility and autonomy.  Committed to excellence in helping a team achieve its goals.

	· Professional appearance and representation.  Personal acumen to work with diverse personalities and professional styles.
	· Excellent verbal and written skills. Effectively articulate and present information; careful listener with strong comprehension.

	· Highly competent to handle confidential information and sensitive situations with tact and discretion; confident and poised.
	· Keen attention to detail—recognize differences and similarities, changes and errors, and maintain meticulous records and data.

	· Recognized for outstanding administrative skills producing quality work.  Conscientious, self-starter, able to focus and multi-task in demanding environments requiring organization and flexibility.
	· Demonstrated aptitude to interpret and manipulate specialized language, policy and technical data. Able to format and write a broad range of business correspondence and procedure.


WORK HISTORY

Currently working Temporary Administrative Assignments for Office Team, a Division of Robert Half International, Inc., 2011—2012

Contract Administrative Assistant—Office Automation, DOI, BOR (Colorado Network Staffing) 09/09—03/10

Contract Executive Assistant, CRHC (Talent Tree Staffing) 06/07—09/07

Interim Executive Secretary, Calvary Temple, 09/06 – 04/07

Contract Programs Assistant, NFP (Talent Tree Staffing) 01/06—09/06

DOE Complex, Rocky Flats Environmental Technology Site, 04/96—05/05 (Two subcontractors over 9-yr period); Held DOE ‘L’ Clearance
    Accelerated Waste Solutions, LLC:

· Human Resources Representative, Senior Administrative Assistant to COO
    Los Alamos Technical Associates, Inc.: 

· Records Custodian and Document Control Specialist, 750 Pad Pondsludge Project Closure
· Executive Secretary to Sr. Vice President
· Project Senior Administrative Assistant, Salt Residue Project—simultaneously—Project Senior Administrative Assistant, Dry Repack Residue Project 
· Senior Administrative Assistant, Quality Assurance—simultaneously—Senior Administrative Assistant, Environmental Protection
EXPERIENCE SUMMARY
Administrative Assistant—Office Automation—Department of Interior (DOI), Bureau of Reclamation (BOR)
(Contractor), 09/09—03/10
· Overall administrative support to department managers and staff of federal contract acquisitions and grants Procurement Analysts and Contract Officers.  Working knowledge of federal procurement processes including Simplified Acquisitions, Federal Acquisition Regulations (FAR) and Requests for Proposal (RFP). 
· Successfully implemented and administered an electronic tracking system to manage the intake and processing of hundreds of invoices the office receives on a monthly basis.  Recorded status and suspense updates, reconciled invoices to supporting documents, and transmitted to Finance for payment, giving careful attention to strict deadlines.  This resulted in more efficient, on-time processing of invoices and reduced costly interest penalties to the organization.

· Assisted the Analysts and Officers with research and problem resolution, performing queries utilizing the Federal Procurement Data System (FPDS), Federal Financial System (FFS), and Interior Department Electronic Acquisition Systems-Procurement Desktop (IDEAS-PD).  Transcribed proceedings of post-bid contractor conferences, and prepared summary reports for management.
· Reorganized and maintained Official Records File Room, resulting in efficient file identification and precise status of thousands of active files.  Routinely purged, archived and destroyed closed files in strict compliance with DOI and BOR classification standards.  Redesigned layout and consolidated Department office supply inventories; and set up standardized contract working-file documents according to contract classifications.  These essential tasks having been sorely neglected and severely disorganized, thereby providing immediate and streamlined workflow utility.
Executive Assistant—Colorado Rural Health Center (CRHC)
(Contractor), 06/07—09/07 

· Assisted the Executive Director manage the daily affairs in her new role, handling schedule, communications, correspondence, and meetings.  Organized office and filing systems.  Monitored professional credentialing, publications and national registrations. Coordinated her various commitments with colleagues, board members, hospital/clinic staff, healthcare providers, educators, and a network of government and private agencies, mitigating her numerous responsibilities.

· Provided complex administrative support to the Office, Finance, and Grants Managers; completed special filing project in grant and contract management; reviewed and edited all CRHC website pages.

· Arranged training materials and procedure manuals for field offices; prepared for monthly Board Meetings; and assisted in the overall organization of Annual Staff Retreats and Quarterly & Annual Rural Health Conferences.
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Interim Executive Secretary to Senior Pastor—Calvary Temple

(Interim), 08/06—04/07

· Provisional executive secretary to new senior pastor, managing the essential administrative functions and public interactions as he settled into his new role.  Screened all phone calls and email, coordinated schedules, drafted all correspondence, and worked with Media Director to prepare weekly Sermon Notes.  Handled all travel arrangements, domestic and international (including visa and passport); prepared and monitored expense reports.  Primary contact for all personal interactions, including local, national and international community.

· Assisted other pastoral departments and staff with various administrative tasks.  Coordinated preparation of weekly Order of Service, Bulletin, and other media, monthly Board Meetings, and annual Business Meetings; facilitated weekly Staff Meetings and quarterly New-Member Meetings.  Coordinated special events, and hosted pastoral and other special guests.
· Assisted pastor’s wife with women’s ministry activities, including media, publications, funds management, and speaking.  Helped Finance Director with oversight of certain routine financial matters.
Programs Assistant—Nurse-Family Partnership, Inc., (NFP)
(Contractor), 01/06—09/06 
· Managed schedule, communications and correspondence for the Director of Programs, and monitored her professional credentialing and other regulatory standards.  Submitted registrations and speaker agenda, created presentations, shipped materials and coordinated end-user logistics for national conferences and exhibits.

· Analyzed nurse-visit reporting data for the Director of Program Quality Assurance & Improvement—composed narratives in a database for query, evaluated the data, and ran various reports designed to help with program improvement strategies and provide information for sponsors and stakeholders.  Performed extensive word processing to help develop the Fidelity Model Elements for policy review and ongoing use to monitor compliance.
· Concurrent project supporting the Nursing Practice, Quality, Programs, and Reporting departments and Nurse Consultants/Educators.  Comprehensive review, edit and word processing of Program & Policy Manual, Training Manual and materials (NFP Core Education, Maternal/Child Health, and Parenting Education).
· Special project for the Director of Nursing Practice.  Analyzed nurse-training workshop surveys, examined critical observations and commentary—noting differences and similarities—and catalogued elements for the director to evaluate and translate from research into practice.  

Projects Administrative Assistant; Executive Secretary; Human Resources Representative—Department of Energy (DOE),

Rocky Flats Environmental Technology Site (RFETS), 1996—2005
Performed sustained, senior-level administrative work in increasingly responsible roles, in support of this nuclear manufacturing plant’s clean-up, decommissioning and closure.

· Responsible for overall administrative, personnel, and office management functions for 5 separate projects and the respective managers and staff; executive secretarial support to the VP and COO for 2 separate contracting companies; and assisting corporate offices in managing timekeeping, human resources and benefits administration for the aggregate 300 employees.  Processed all documentation for new and exiting employees; developed and maintained Employee Handbooks, Orientation, and Open Enrollment Packets; and assisted corporate HR in overall Open Enrollment administration.

· Security Point-of-Contact for employee security matters; processed employee and visitor badge requests, justifications, and various clearance actions.  Monitored compliance schedules for security clearances; tracked regulatory requirements for, and scheduled, employee training.
· Supported various aspects of the government procurement process, preparing Scopes of Work and General Specifications, Invitations for Bid, Requests for Proposal, and Requests for Quote; submitted bid packages; and assisted with contract administration oversight.
· Assisted corporate HR and Finance departments with overall review and processing of timekeeping records, including data entry into CCS, Ceridian, Citrix, and PeopleSoft; recurrent reconciliations to corporate accounting; and reports generation.

· Performed ongoing, extensive review, edit and writing of plans, procedures and controlled documents.  Records Management Custodian and Document Control Specialist for all projects supported.
_________________________________________

TECHNOLOGY

MS Windows Office Suite: Outlook, Word, Excel, PowerPoint, Access; WordPerfect; Adobe PDF; Lotus; FileMakerPro; PeopleSoft, Ceridian,

Citrix, CCS; and other proprietary databases. Internet proficient. Type 120wpm with exceptional accuracy. Multi-line phone systems;
copy/print/scan/fax; 10-key by touch; dictation/transcription equipment.

EDUCATION/TRAINING

Red Rocks Community College, Lakewood CO ( Jones Real Estate College, Westminster CO ( Front Range Community College, Westminster CO

DOI / DOE Secretarial and Administrative Training Courses ( US Naval Training Center, Orlando FL (Certified intensive training—Personnelman)
PREVIOUS
Executive Secretary to General Manager, Weider Sports Manufacturing, Denver CO

Branch Secretary—Reclamation Law, DOI, Bureau of Reclamation, Denver CO

Property Management Assistant, Lease Consultant, Denver CO

Loan Administrator, Loan Processor, Green Tree Acceptance, Denver CO

Enlisted Yeoman—Executive Secretary to Admiral & Command Staff, Base Captain & Commander,  US Navy, Oceana VA; dod “secret” clearance
RCB Resume 2012 Part Time full no prev empl dates

