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Professional Experience
	
Denver Public Health, Denver, CO
December 2012-June 2013
Administration	
· Point of contact in a busy multidisciplinary medical clinic with tasks to include: Direct and help all patients coming to various clinics in the building, supporting TB clinic, STD clinic, travel and immunization clinic with various tasks. Call patients and schedule appointments on a daily basis. Work and support doctors on PowerPoint presentations and do data management on surveys for numerous departments. Compile, process, and maintain records and reports of hospital and clinic patients in a manner consistent with health requirements and standards. Do daily balance on money. Perform other duties as assigned by supervisor. A very active and complex position being able to make emergency decisions as they happen. 
· Excellent leadership and communication skills. Strong organizer, prioritize, follow-up and communicate effectively with all levels of the organization. A critical thinker, able to maintain confidentiality, and be accurate, concise and detail-oriented.
· A key player collaborating with other members of the TB Clinic, Immunization and Travel Clinic, doctors and administration team to increase and improve outcomes while delivering savings to the healthcare system.
· Serve as point of contact and subject matter expert regarding Denver Public Health in directing and answers patients’ questions. Communicate with patients/clients and refer them to the proper source while answering questions and concerns in a timely manner.
· Strong problem solving and analytical skills and assisting after a disaster situation until relief arrives. Required to work under stressful circumstances at times.
· Contract and invoice processing.

Department of Energy, Lakewood, CO			
June 2011-September 2011
Security/Safety Administrator
· POC for all security badging activities: sponsoring in visitors and employees, activating and replacement of badges, performing updates of badges including fingerprinting, background investigation, instructed and trained employees on process.
· Assisted in development and maintenance of various spreadsheets and tracking databases related to safety and security.
· Created and prepared numerous Microsoft Power Point Briefings for Human Resources and Security that will be used for training 60,000 employees. 
· Performed a variety of administrative duties for assigned supervisor/manager. Review drafts and finished documents for appropriate grammatical usage.
· Assignments include participation in various projects, including researching information, providing analysis, and compiling data to convey relevant information.
· Input and retrieved data utilizing various computer software packages. Typed correspondence, reports, memoranda, special projects, technical papers, and related material for unit staff. 




Raytheon Polar Services, Centennial, CO			
October 2010-December 2010
Population Management Coordinator
· Interfaced with personnel from the National Science Foundation, scientists, subcontractors and International personnel by telephone, email and in person.
· Prepared monthly and quarterly required reports.
· Produced various documents including travel and medical reports using Excel and Word processing software functions while working from handwritten, edited copy or electronic files.
· Stored, retrieved, and printed a variety of documents to include those requiring complex formats as tables or spreadsheets within text.  Verified accuracy of schedules and exhibits prior to and after typing reports
· Performed office support services including travel arrangements; maintained office records, files and reference materials; assisted/conducted inventories of property; greeting office visitors and answering the telephone. 
· Analyzed, produced various documents and input all changes/updating of personnel using Excel determining proper completion for deployment to The South Pole.  

   Associated General Contractors of Colorado 			
   April 2010 – August 2010
   Denver, CO					 
   Executive Assistant (interim)
· Support the Executive Director and 5 other directors as needed.
· Coordinated and prepared all committee meetings/events.
· Responsible for creating and preparing all class certificates for training, create and prepare Excel spreadsheets for training classes, new badges, correcting/updating badges.
· Follow-up daily on meetings/classes to determine status.
· Support eNews, a weekly newsletter collecting, preparing, editing and distribution of events, articles and classes. 
· Answered phones (15 lines), mailings, faxing, filing and printing projects.

Lockheed Martin Astronautics, Littleton, CO		
Feb 1982 – Oct 2009 
Senior Executive Assistant 
· Lead administrative support to executive staff and management consisting of 2 vice presidents, 2 directors and 10 senior managers.
· Adept with Microsoft Office (Word, Outlook, Excel, PowerPoint and Access)
· Demonstrated outstanding front-desk reception answering 8 phones lines.
· Excellent written, oral communications and teamwork/interpersonal skills.
· POC for all badging activities to include: sponsoring in contractors/visitors, activating and replacement of badges, performing updates of badges.
· Assisted in development and maintenance of various spreadsheets and tracking databases related to personnel files, safety and badging.
· Assisted and updated all accident/incident files and OSHA record keeping log on a daily basis for a plant of 5000 employees.
· Served as initial POC and liaison with other departments and external customers, including high-level staff/visitors such as CEOs, Presidents, Senior Vice Presidents, a wide variety of federal-agency, international, and political officials.  Performed wide-ranging office functions including updating and managing five schedules using MS Outlook, arranged and processed travel reservations for 20, reconciled expense reports, established, updated and maintained confidential office records. Scheduled all meetings and supported visitors with their requests. 
· Facility expert for all internal and external events including arranging, tracking and processing all events from start to finish. 
· Prepared monthly, quarterly and other reports as needed in MS Excel.  Assisted in preparing annual/long range plans.
· Performed necessary duties, as requested to support the division, including lead for blood drives (six/year) and United Way campaigns (one/year).
· Created numerous PowerPoint presentations for meetings, events, and special projects.
· Attended meetings as required and maintained correlating documentation, and performed tasks discussed in meetings for various personnel.
· Maintaining and controlled all files/manuals for department including requests for proposals and policies/procedures.
· Assisted with supplies inventory, restocking and maintaining office organization.
· Responsible and maintained personnel files, electronically and hard copy, for 400 personnel.
· Responsible for posting and reviewing all job opening and applicants in the human resource data system.  Scheduled and conducted interviews and arrangement for applicant’s travel.
· Go over job responsibilities, skills, salary and benefits. Assisted with new hire orientation.

Education/Certifications:
Billings Senior High School, diploma, Billings, MT
Microsoft Office Suite Certifications: Word, Excel PowerPoint, and Access
Certified in Government relations/international protocol, 2005
Series 7 Certification (stock broker’s license) 1992
 


