CRYSTAL A. DUNCAN

12193 Bannock Circle #B
Westminster, Colorado. 80234
(970)646-8613
Brandonsbaby25@gmail.com
OBJECTIVE:

I am looking for a position that will be challenging and allow for me to use my skills and knowledge that I have acquired through my previous employment. Team Player, Detail Orentainted, Quick Learner.
SKILLS:

Microsoft Works, Microsoft Outlook, Microsoft Word, Lotus 1.2.3, Windows 97, 00 and Windows 7, QuickBooks, Quicken, Peachtree, 10-Key, Copier, Fax, Printer and Scanner, Answering Phones – 20+ Lines.
EMPLOYMENT HISTORY:
06/2012 – 09/2012


Slade Glass



Longmont, CO
Admin Assistant

Answering the phones

Measuring windows, Screens, Giving estimates on the cost of how much a window, screen, and piece of glass and also mirrors would cost

Taking payments

Filing
Putting together job folders

Cleaning the office on Fridays
5/2011 – 3/2012


Assured Gutters Installation

Denver, CO
Office Manger/Receptionist

Answering phones and communicating with the customers about what they are looking to have done

Estimates
Invoicing and Billing

Filing and Handling mail, Faxing and the ordering of all office supplies

Taking care of banking issues and also AP/AR and Payroll

12/2006 – 12/2010

              Jennifer Herbert



Loveland, CO
Nanny

Taking care of a 1and 3 Year old 8 hours a day

Light Housekeeping

Preparing Meals (Breakfast, Lunch and Dinner)
4/2006 – 11/2006


Intrawest Shared Services

Golden, CO
AR Clerk

Answering phones and communicating with customers from different resorts in regards to their invoices

Invoicing and Billing

Responsible for three main accounts

10/2005 – 4/2006


Douglass Roofing


Denver, Co
Receptionist

Answering phones and directing customers appropriately

Filing, Faxing, Handling all mail and also ordering all office supplies

Putting together job folders and handling any special projects.
5/2004 – 5/2005


Center Partners


Ft.Collins, CO

Customer Service Representive
Answering phones and directing customers appropriately

Handling any customers account issues/Questions and upgrades of equipment

Preformed on Sales and Save Team

Was recognized in the top 5 of my sales team

3/200 – 4/2004



Excell Garage Door


Thornton, CO
Office Manger/Receptionist

Answering Phones and directing customers in what they may need

Filing, Bank Transitions, AP/AR, Payroll

Gave estimates over the phone as well as preformed estimates in the field

Responsible for all office duties

EDUCATION:

8/1994 – 5/1997


Thompson Valley High School

Loveland, CO
Received Diploma

REFERENCES AVAIABLE UPON REQUEST
Frank Gorzelski

1640 Jolene Drive

Denver, Colorado. 80229

(720) 317-7856

Jennifer Herbert

929 Shortleaf Ct

Loveland, Colorado. 80538

(970) 203-5896

Elizabeth Schinerger

3051 Craft Way #1

Westminster, Colorado. 80030

(720)327-8010

