Kathrine Eppler
12205 North Perry Street #155
Broomfield, Colorado 80020
720-237-3029
kathyeppler@yahoo.com

Professional Objectives

To obtain a career that utilizes my administrative experience, educational background, and my ability to prioritize the clients needs with respect and professionalism.

Special Skills

Telephone Communications * Inventory * Scheduling * Public Relations
Sales * Filing * Dispatching * Vendor Relations * Accounts Receivable/Payable
Computer Knowledge and Experience
Quick Books Pro, Microsoft Works

Education
Front Range Community College
Associates Degree in Business Communications/Word Processing
June 1992

Paralegal Studies
August 2009 through 2011


Work Experience

Personal Care Provider

October 2010 – December 2012 Family Members Broomfield, Colorado 80020
Duties: Performed cleaning, personal care, scheduled doctor appointments, tracked infusions and monitoring medicines with caring support.

Office Manager- Action Door, Inc. 3480 Baron Court Broomfield Colorado 80020  
Supervisor - Kelly White (303) 460-8117 – (303) 460-1970
February 2002 – January 2011
Duties: Sales, Scheduling, Multi-phone lines, Preparing bids, Customer service, Dispatching, Inventory, Invoicing, Preparing deposits, Correspondence, Maps.

Administrative Assistant – Frontier Siding PO Box 451 Pinesbluff, Wyoming 82082
Supervisor - Amy Abbott (970) 301-1958
September 2000 – January 2002
Duties: Filing, Scheduling, Answering phones, Preparing estimates, Inventory, Maintaining vendor databases.

Manager– Papa C’s Pizza 601 Garfield Street Loveland, Colorado
Supervisor - Kenny Coffman (970) 669-7272
January 1998 – September 2000
Duties: Food preparation, Cashier, Scheduling, Employee training, Inventory, Deliveries, Bank deposits, Customer service.

References

References are available on request.

