
mARCI DESIMONE

Englewood, CO 80113

(303)781-0244 

marcide2002@yahoo.com

 Summary OF SKILLS
Industry specific computer skills, including Word, Excel, Outlook; AP/AR Typing speed is 45+wpm. General Office and Management experience. 

Summary of qualifications
Customer Service, general office duties to include accounts payables and receivables; creation and maintenance of various audit ready files; personnel management. 

Employment
11/2005 to 08/2011  Academy Bank   Highlands Ranch, CO

Assistant Branch Manager

Manage personnel

Monthly and quarterly reports

Customer service, problem solving

Vault teller

General banking duties 

2003 - 2005
Ariel Clinical Services   Littleton, CO

Office Assistant

Interview and inform perspective Foster Parents

Establish and maintain audit ready client and foster parent files

Implemented new procedures for maximum efficiency 

Assist Director, Case Managers and Office Manger in all aspects      



   2000 - 2002   Park Range/Gregg Design  Englewood, CO



   Administrative Assistant  

General office duties

Entered budgets, A/P and A/R, purchase orders


Filed leans, did utilities locates

Education
1985-1988      ACC       Littleton, CO

Business Management; Early Childhood Education


