Sandra Combs

1326 Yellow Pine Ave

Boulder, CO 80304

720-560-6097

sandra.combs23@yahoo.com
CAREER OBJECTIVE

To obtain a position as an office assistant requiring a dependable and highly self-motivated professional 
with an excellent eye for detail.
PERSONAL SUMMARY

· Dependable and responsible employee

· Familiar with mail distribution

· Skilled in providing staff support

· Ability to monitor and order supplies for an office

· Proficient in general office tasks

· Knowledge of office equipment and repair

· Ability to work in a face paced environment
OFFICE RELATED SKILLS

· Operated and maintained office equipment, including copiers and printers. 

· Expedited the repair and servicing of workplace equipment. 

· Purchased office supplies for a staff of 18. 

· Helped staff in the resolution of office related concerns. 

· Communicated effectively, both verbally and in writing, with supervisors and co-workers 

· Provided encouragement and support to other staff members. 

· Worked independently and as a team to meet specific and well-defined goals. 

· Compiled, edited and imputed data for 3 College Professors. 

· Pulled and organized client files to ensure proper documents were available to facilitate professional appointments 

· Computer literate including Microsoft Suite (Word, Power Point, Excel, )
· Learning Quick Books

CUSTOMERS SERVICE SKILLS

· Acknowledged and greeted all guests and offered friendly, prompt, and courteous service.
· Listened attentively to others, asked appropriate questions, and spoke in a clear and understandable manner.
· Communicated with customers to build a rapport resulting in repeat business.

· Worked as a team to coordinate daily objectives resulting in daily goal completion.
RELATED SKILLS

· Gathered and compared data then imputed findings

· Graded 20 + papers per minute
WORK HISTORY
Grader/reader, Kelly Services, Longmont, CO




               2011-Present

Childcare Provider, At Home Day Care, Boulder, CO




2009-2011

Teacher, Commerce Childcare Center, Boulder, CO 




2006-2009

Office Assistant/Work Study, FFRC, Longmont, CO




2007-2008

Teacher, HomeStar Childcare Center, Boulder, CO




2002-2005

Assistant Store Manager, Office, Mervyn’s, Glendale, CO



                1999-2002
OTHER WORK

Administrative Assistant, Internship ,Non-Profit, OUR Center, Longmont, CO  Fall and Winter of 2010
EDUCATION

Colorado Christian University, Lakewood, CO , Bachelor of Arts, Education                

