Devin Downey
 	
3439 W 3rd St. Rd.								Home: (970) 356-4279
Greeley, Co 80631								divent@gmail.com


Objective: Seeking a position in clerical work where my skills and experience can be effectively utilized, with the opportunity for professional growth. 

			
Work Experience:

07/2010 – Current	Office Assistant
	Pine Meadows Apartments
	1815 2nd St., Unit #2. Greeley, CO 80631
	Contact: Cindy Orozco, Assistant Manager. Phone: 970-356-2629
	Responsible for collecting rents from tenants and filling out receipts.  Filing paperwork. Help in daily day to day operations dealing with clients. Performed data entry and maintained a database on tenant payment history. Responsible for coding checks of monthly expenses for accountant. Co-writer and editor of all official letters. In charge of troubleshooting office computer, performing weekly virus and malware scans. Experience using an all-in-one copy machine, which includes fax and scan functions.


06/2006 – 06/2010    	Maintenance Assistant
	Village Gardens Apartments, Aurora, CO
	13032 East 14th Place. Aurora, CO 80011 
	Contact: Raymond Malveaux owner Phone: (303)366-8483
	Painted apartments and performed maintenance, such as unclogging drains, fixing faucets, toilets and repairing/installing garbage disposals. Installed drywall, caulking, locks, deadbolts, anchored vertical blinds and replaced electrical outlets and switches. Experience working with concrete and trimming bricks in building retaining wall. Performed general labor moving heavy kitchen appliances. In charge of pest control applications. Responsible for copying keys for apartments.




Computer Skills:      
	Experience with all versions of Windows since 3.1, as well as DOS. Knowledge of Microsoft Office, LibreOffice, Norton Security Suite and various other virus and malware programs. Some experience with networking and computer hardware.





References available upon request.
