
Jolene Gallegos
12292 Bannock Circle Unit a
Westminster, CO 80234
Home: 720-385-6236
Cell: 720-229-2575
Email: jo_gallegos@yahoo.com


Over 8 years of responsible corporate experience as an Administrative Assistant with a proven record of accomplishment in the areas of time-keeping, customer relations, scheduling, staff supervision, and general office operations. Strong organizational abilities combined with excellent interpersonal, communication, and leadership skills that allow me to work effectively with other people at all levels. 

Professional strengths:
· Possess six years of professional experience as an Executive Administrative Assistant 
· Possess excellent organization and management skills 
· Goal oriented and ability to handle multiple tasks 
· Proven track record in customer service like managing front desk operations, processing sales order and communicating reliable information to customers 
· Ability to resolve complex departmental problems 
· Proficient in basic operating systems like Microsoft Word Press, Excel, PowerPoint, Access, Outlook, Vista, Windows XP and the Internet 
· Possess excellent written and verbal communication skills 
· Possess extensive administrative and customer service skills 
· Ability to maintain good relationships with customers 

Professional Experience

[bookmark: _GoBack]United States Postal Service 	Denver, CO
Casual (Seasonal) 	
11/2012-12/2012

· Worked at the United States Postal Service where I performed the following duties; make distribution of and/or cases any class of mail. 
· Deliver mail along the prescribed route; collect mail from designated collection boxes.
· Cull, face, and cancel mail. 
· Load, unload, and move bulk mail. 
· Empty mail from mail containers (bags, hampers, etc.) and loads mail into mail containers. 
· Performed other duties incidental to the moving and processing of mail and related mail handling equipment. 


T-Mobile 	Denver, CO
Financial Care 	
02/2011-05/2011
Customer Service Rep (Collections)

· Worked in a call center environment where I took over 800+ inbound phone calls.
· Provided support and resolution to customers with past due accounts.
· Communicate with customers using web-based tools.
· Responsible for collecting payments on past due accounts.
· Handled billing disputes and re-rates on customer accounts.
· Negotiated payment arrangements.
· Provided exceptional customer service.
· Disbursed adjustments and account credits in accordance with T-Mobiles policy.
· Maintained a positive and professional attitude with customers and coworkers.
· Utilized operational systems to process payments.
· Provided customer service regarding products and services on cell phone accounts.


U.S. Bank 	Denver, CO	
Private Client Group 	
10/2005-08/2008	           	
Private Client Rep 

· Responsible for providing administrative and secretarial support for two Senior Vice Presidents. 
· Operate desktop computer to compose and edit correspondence and memoranda from dictation, verbal direction and from knowledge of policies of established departments/divisions; prepare, transcribe, compose, type, edit and distribute agendas and minutes of numerous meetings.
· Responsible for answering and screening all telephone calls. 
· Served as a liaison in operational issues and resolution of day-to-day administrative tasks. 
· Handled the tasks of accounting such as; managing employee payroll and processing accounts payable. 
· Responsible for arranging and attending meetings with Senior Vice Presidents.
· Schedule and coordinate meetings, appointments, events and other similar activities for Senior Vice Presidents, which coordinating travel as well as lodging arrangements. 
· Sort, review, screen and distribute incoming and outgoing mail; prepare, compose and ensure timely responses to a variety of routine written inquiries.
· Responsible for preparing reports, invoices, letters, memos, financial statements and spreadsheets by word processor, spreadsheet, database and software.
· Performed facilities management and general office duties such as; ordering supplies and maintaining client records. 
· Solved a number of administrative problems and queries. 
· Responsible for training new hires and office staff on policies and procedures.
· Responsible for arranging training sessions for PCG employees. 
· Responsible for setting up monthly sales meetings which I printed out reports showing company earnings.

· US Bank Denver							    Denver, CO
Asset Management 
10/2003-10/2005
Administrative Assistant	
						
· Coordinate with three Senior Portfolio Managers for operational support activities of the unit; serve as a liaison between departments and operating units in the resolution of day-to-day administrative and operational problems. 
· Provided administrative/secretarial support to Private Asset Management personnel, such as answering telephones, assisting visitors and resolving a range of administrative problems and inquiries. 
· Establish, maintain, and update files, databases, records, and other documents; develop and maintain data, and perform routine analyzes and calculations in the processing of data for recurring internal reports. 
· Responsible for producing about 95% of all client and prospect presentations, collect and interpret data to produce reports.
· Order all office supplies/client presentation materials.
· Print various detailed reports (Morningstar, Performance, Investment Reviews, Investment Objectives) etc.
· Responsible for arranging and attending meetings with Portfolio Managers.
· Coordinate travel and lodging arrangements for Portfolio Managers.


Auraria Higher Education Center 	Denver, CO
Facilities Management, Front Desk	
01/2001-07/2003  
Administrative Assistant 

· Answer incoming calls on multiline phone and promptly forward calls to the appropriate personnel, among 85 employees. 
· Responsible for scheduling meetings for all employees.
· Provide hospitality service arrangements as requested by staff. 
· Compose and distribute inter-departmental memorandums ensuring timely delivery and receipt of important information while maintaining confidentiality. 
· Organize, sort and assign mail distribution for all the employees.
· Responsible for monitoring and balancing out petty cash.
· Responsible for collection fees from instructors picking up keys for their classrooms and balancing ledger. 
· Greet visitors, and notify expecting parties of visitor’s arrival and direct visitors to appropriate place/person.
· Schedule/set up meetings & Appointments using Microsoft Outlook 
· Compose correspondence, reports, edit and distribute memos, etc.
· General Filing of Customer information.
· Generate work order request.
· Enter time sheets for all Facilities Management personnel.
· Distribute petty cash to Facilities Management personnel and maintain the petty cash journal. 
· Order all office supplies/Office Forms for Facilities Management Personnel.
· Distribute incoming mail to proper personnel.
· Dispatch Facilities Management Personnel to troubled areas by using two way pagers/2 way radios.

· Auraria Higher Education Center					  Denver, CO 
Facilities Management, Lock shop
08/2000 – 01/2001 
Data Entry Specialist

· Entered key-core numeric data into an excel based program. 
· Encoded Instructor and students Identification cards to access classrooms on campus.
· Instructed co-workers on various software programs. 


Educational Summary:
Associates of Applied Science degree in Computer Information Systems, Front Range Community College, 2011-Present
Applications Specialist Certificate, Front Range Community College, Computer Information Systems, 2010
Business Specialization Certificate, Front Community College, Computer Information Systems, 2010
General Equivalency Diploma, Community College of Denver, General Studies,                
2010


