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                                           Mary A. Craig

11611 Garfield Street ● Thornton, Colorado 80233 ● 720-933-7622 ● craigmdc@comcast.net
JOB OBJECTIVE
An administrative assistant position in a team environment where my skills and experience can be utilized.

SUMMARY OF QUALIFICATIONS
• 
Nine years of experience in office administration with increasing responsibilities.
• 
Employed as assistant to vice-president, president, directors and attorneys in diverse industries of business.
• 
Broad spectrum of experience has amplified adaptability, analytical, problem-solving, and multi-tasking abilities.
PROFESSIONAL ACCOMPLISHMENTS
ADMINISTRATION

· Answer phones, greeted and assisted visitors, and handled general administrative duties such as filing, faxing, copying, mailing, and office supplies.
· Prepare correspondences, document invoices, forms, and spreadsheets.
· Maintain office calendars, appointments and training schedules.
· Manage and configure existing databases by updating information as needed.
RECORD KEEPING

· Maintain accurate records for tracking travel activities for reimbursement purposes.

· Organize and maintain employee files for accuracy, benefits, I-9s, W-4s, background checks and drug screening records.
· Track files, documents, invoices, and reports using spreadsheets that allowed for discrepancies to be found.

BOOKKEEPING

· Maintain Accounts Payable and Accounts Receivable contacts and create weekly progress reports.

· Reconcile and enter transactions into Quickbooks accounts and print reports.

· Completed college course in Accounting principles.

· Completed Bookkeeping internship.

COMPUTER SKILLS

· Microsoft Office
· Microsoft Outlook
· QuickBooks Pro
WORK HISTORY
Underwriting Assistant

IOS Staffing, Denver, Colorado

Executive Administrative Assistant
Volt Services Group, Memphis, Tennessee

Administrative Assistant

National Renewable Energy Laboratory, Golden, Colorado

EDUCATION
Bachelor of Science in Social Science with History Concentration,

St. Mary-of-the-Woods College, St. Mary-of-the-Woods, Indiana
