




RESUME

Debra Fills Pipe




Phone:  303-926-5457

615 Merlin Dr., #107




email address:

Lafayette, CO   80026



debrafillspipe@comcast.net
EDUCATION:

B.A., Sociology, University of Colorado, Boulder, Colorado

EXPERIENCE:

July 2011 –  Sept. 2012
Fiscal Administrator




University of Colorado at Denver, School of Public





Health, Anschutz Medical Campus, Aurora, Colorado.





Supervisor: Lori Trullinger




Served as accountant for the Centers for American




Indian Alaska Native Indian Health Diabetes Data





Project generating all financial transactions,





accounts payable and accounts receivable, 




analyzing budget pools and generating budget





reports.  Maintained budget files and processed
travel reimbursements for employees on Concur CU Travel System.  Duties included conference scheduling, travel and reimbursements to non-employees.

Other duties as assigned on PeopleSoft and Excel.
Jan. 2007 – Nov. 2009 
Receptionist





Westaff Employment Agency, Longmont, Colorado





Supervisor:  Beth Roberts, City of Boulder,





Housing and Human Services.





Served as receptionist for the City of

Boulder Housing and Human Services office assisting clients on the phone and in person with their housing

questions and needs in English and Spanish.  Duties

also included making referrals to clients

for utilization of Boulder resources according to their

needs. Included all front line duties including computer and multi-line phone system as well as assisting directors and staff with scheduling and other projects as assigned, e.g. preparation of application packets.  Utilized Microsoft Word, Outlook, Copier, Fax Machine.  

July 1993 – May  2006
Program Assistant I





Department of Comparative Literature and Humanities





University of Colorado at Boulder





Supervisor:  Professor Ralph  Hexter, Chair





Served as Student Advisor and Graduate Program 





Assistant advising and counseling departmental 





graduate students utilizing the Student Information

System (SIS) which included intake and assessment of the students’ needs (included data entry) in the following areas:  technical, personal, financial aid, housing, academic requirements, graduation.  After assessment, a plan was developed for each graduate or undergraduate student, whether it was an academic plan or referrals to University resources or within the department. Other duties included Accountant/Budget





Officer, Payroll/Personnel Liaison, Office Manager,





Purchaser, Supervisor for all office staff.





Utilized Microsoft Office, Excel, SIS, copier, fax.





Assisted in conference administration and organization





e.g. distribution of conference materials and





conference registration, room scheduling and





catering.

1988 – 1990


Administrative Assistant II





Center for Labor Education and Research





University of Colorado at Boulder





Supervisor:  Walter Lawrence (retired)





Duties:  Office Manager, Purchaser, Budget Officer,





Payroll/Personnel/Benefits Liaison for department,





Student Academic Recordkeeping.  Duties also





included assessing needs of students and registering





them for the classes they needed.

1986 – 1988


Administrative Assistant I (Reservations Specialist)





University Family Housing Office





University of Colorado at Boulder





Supervisor:  Bob Pine  (retired)





Served as Reservations Specialist handling all 





reservations assignments for University faculty,





staff and students.  Duties included intake and 





assessment of clients and placing them in





apartment homes in my role as Reservations





Specialist handling all reservations for the





Family Housing Office for the University of





Colorado.

1985 – 1986


Administrative Assistant I





BUENO Center for Multi-cultural Education





University of Colorado at Boulder





Supervisor:  Joann Starks (relocated)





Duties:  Receptionist, student referrals, and





grants preparation, i.e. computer data entry,





copying and mailing.  Duties also included 





library shelving and ordering/receiving of library books





and materials.  Included conference registrations and





compiling conference packets.

1978 – 1985


Staff Assistant





Educational Opportunity Programs and





Assistant Vice-Chancellor’s Office





Supervisor:  Bob Martinez (relocated)





Assisted with student recordkeeping/advising.





Served as Office and Budget Manager and

Payroll/Peronnnel Liaison, scheduled state

vehicles and conference rooms.  Served as Purchaser

and Building Proctor.  Duties included intake, assessment, and referrals.

March 1973 –


Executive Secretary/Assistant

November 1973

Mexican-American Service Agency, Pueblo, CO

Duties:  Intake, assessment, and assistance to clientele in areas of personal development and counseling on forms and referrals to other agencies in English and Spanish. 

Also served as assistant to the Director.  Served as Office Manager as well as Payroll Specialist.  Duties also included Board Minutes of meetings and book

editing.

November 1972-

Customer Service Representative/Bilingual Translator

March 1973


Sharp Electronics Corporation





Long Beach,  CA





Supervisor:  Joe Tsuji





Customer Service Representative for  Sales





and translator for Spanish-speaking customers.

HONORS AND AWARDS:

National Honor Society, Shorthand I and II Awards, Secretarial Office Training 

Certificate (1972), Dean’s List (CU-Boulder 1983), Educational Opportunity Programs Service Award (1983).

SPECIAL SKILLS:

English and Spanish languages (speaking, reading, writing), 75+ wpm typing speed,

knowledge of following computer systems:  Microsoft Office, Windows, Excel, SIS,

PeopleSoft finance/payroll, Eudora, Acard, Internet Explorer, Outlook, Group Wise, ISIS, Singularity (data entry).

SCHOLARSHIPS:

Latin American Educational Foundation Scholarship, 1983

League of United Latin American Citizens Scholarship, 1983

University of Colorado Regents Merit Scholarship, 1974

REFERENCES:



Professor Ralph Hexter, Provost
University of California, Davis
One Shields Avenue
Davis, CA  95616
(530) 752-4964
hexter@ucdavis.edu
Professor Christopher Braider
University of Colorado, Boulder

Department of French & Italian

238 UCB

Boulder, CO  80309

(303)  492-7226

christopher.braider@colorado.edu
Professor Eric White

University of Colorado, Boulder

English Department

226 UCB

Boulder, CO  80309

(303)  492-8930

eric.white@colorado.edu
