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613 50th Avenue ( Greeley, CO 80634( ymdeleo@gmail.com ( (970)-310-8672


Summary of Qualifications:  
· Personable, hardworking, punctual, self-motivated, and mature. 

· Excellent communication and listening skills. 

· 19 years experience in computer data entry; including maintaining and creating documents.

· 16 years Customer Service and experience working with internal and external clientele.

· 2 years experience with the Federal Educational Rights and Privacy Act (FERPA)/Buckley Amendment of 1974

· Ability to establish and maintain productive relationship with customers/clientele.

· 20 years experience working with diverse populations and cultures.

Professional Experience
Administrative Assistant 

North Colorado Health Alliance, Evans, CO





February 2013 – June 2013
· Greet visitors or callers and handle their inquiries or direct them to the appropriate persons according to their needs.

· Create, maintain, and enter information into databases.

· Set up and manage paper or electronic filing systems, recording information, updating paperwork, or maintaining documents, such as Medicaid records, correspondence, or other material.

· Coordinate services for events, such as facilities, catering, signage and displays.

· Maintain scheduling and event calendars.

· Establish or maintain cooperative relationships with representatives of community, consumer, employee, or public interest groups.

· Contact corporate representatives, and community leaders to increase awareness of organizational causes, activities, or needs.

· Schedule and confirm appointments for clients, customers, or supervisors.

Court Judicial Assistant – Eight Judicial District Court 
Larimer County Justice Center, Fort Collins, CO 




October 2012 – December 2012

· Assist Judge with dockets or calendars of cases to be called.
· Search files and contact witnesses, attorneys, or litigants to obtain information for the court.
· Prepare documents, recording the outcome of court proceedings. 
· Perform administrative tasks, such as answering telephone calls and filing court documents.
· Explain procedures or forms to parties in cases or to the general public. 

· Provide customer service.

· Data Entry and process mail.
Administrative Assistant II - Scheduling Assistant


Registrar’s Office, Colorado State University, Fort Collins, CO 


February 2012-April 2012

· Responsible for basic scheduling duties such as events requested by academic departments,
student organizations, facilities event management, conference services and administrative

departments.

· Screen requests for academic classrooms to determine eligibility in the process of scheduling 
general assignment classrooms.

· Coordinate building unlocks and requests for services with facilities.

· Handle all contacts from faculty, staff, departments, student groups that come in via phone and

email requesting assistance related to academic or event scheduling.

· Ensure accurate filing

Administrative Assistant II - Customer Service Specialist

Registrar’s Office, Colorado State University, Fort Collins, CO 


November 2010-February 2012
· Answer telephone questions relating to registration, transcript orders, RAMrecords

requests, and questions regarding the Enrollment & Academic Records section

of the Registrar’s Office.

· Provide customer service at the Registrar’s Office front counter for the university

community including students, parents, faculty members and university staff. 

· Identify and resolve problems or discrepancies by interpreting, analyzing and clarifying

student data. 

· Answering Registrar’s Office email as required. 

· Manage the transcript mailing process on a daily basis.

· Key in transcripts into the system, key payments into register, and reconcile cash register

when required. 

· Moved to Classroom Scheduling unit full-time

Administrative Assistant II
Facilities Management, Colorado State University, Fort Collins, CO

June 2005-November 2010
· Verify the accuracy of invoice price, purchase order number, and vendor.
· Identify discrepancies and errors with invoice price, receipt of goods and payment.
· Data input
· Working with vendors to correct invoice errors. 

· Notify the office of Accounts Payable of any corrections that must be made.

· Update Services/Materials on open Purchase Order list.
· Scan invoices to an electronic filing system.
· Match invoices to Purchase Orders.
· Deliver invoices to the office of Accounts Payable.
· Review statements for payment.
· In charge of making calls to Lewan for any services needed on the department copiers & fax machines.
Education
Poudre High School, Fort Collins, CO April 1981

Front Range Community College, Fort Collins CO March 1985

Travel Trade School, Fort Collins, CO May 1993
Certifications & Training

Secretarial II Certificate
Licensed Travel Agent 
Computer Experience

Experience:  Microsoft Office 2007 (Word; Excel; Outlook); Typing (50 wpm); Filing; Diversified Office Machines; Internet proficient; Sharpdesk (scanning); UPS/USPS/Express/International Mail

