Deanne Gardner 

9333 Cody Drive






      deannegardner@msn.com
Westminster, CO  80021                                





 303-570-6564

Objective

Seeking a Commercial Administrative Assistant position utilizing my organizational, communication, office and prioritization skills to support and maximize productivity.
Qualifications Summary

· Over 15 years professional business experience encompassing sales office and human resources administration, as well as customer service management.
· Tracking and analyzing multiple sales statistics for a three-state region.

· Proficient in Microsoft Word and Excel.

· A career characterized by using strong organizational skills, carefully managing details and consistently following through to achieve results and honor commitments.

· Demonstrated leadership in arranging various company functions and special events, including golf tournaments, off site divisional or departmental meetings, company luncheons and holiday parties.

Professional Experience

TransUnion LLC, Denver, CO






1989-2005

National Company Downsizing






 
    Customer Service Representative




   
2005-2005
-  Provide support to sales staff.  Create revenue / territory / pricing reports.

-  Process new member packets. 

-  Resolve customer problems and complaints relating to products, pricing and technical support.  

-  Give general information to customers regarding policies and procedures.

-  Plan and coordinate special events.

    Administrative Assistant





      

 1991-2005
-  Responsible for day-to-day operational needs for the Rocky Mountain Division.
-  Performed compliance and pricing audits on a quarterly basis.

-  Processed and distributed daily, weekly and monthly sales and marketing reports.

-  Worked independently to provide support to the management team and marketing staff.

-  Coordinated all travel arrangements for the Division.

-  Reviewed and approved invoices for processing.  Tracked expenses, achieving reduced costs.

-  Direct supervisor/manager of the Customer Service department.

-  Oversaw all equipment and facility maintenance.

-  Coordinated all customer events, meetings, team building events and annual golf tournaments. 

-  Human Resource liaison including, new hire paperwork, payroll, benefits and policies.

-  Coordinated the build-out and relocation of the Colorado and Utah offices.

-  Maintained and monitored Seimans phone system.

-  Ordered office supplies and product information.
-  Submit and track expense reports.                                                                                                                                                                
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   Accounts Receivable Clerk




 

 1989-1990

-  Processed monthly billing.
-  Posted payments to client accounts.
-  Reconciled bank deposits.
-  Processed credits and adjustments.

-  Addressed account receivable questions and issues.

-  Updated and distributed monthly reports.

Automatic Data Processing, La Palma, CA





  1984-1989
Held positions of increased responsibility, including:  file, commission, credit and billing clerk.

Education / Professional Development

Business and Accounting, two years college course work.

Cerritos College; Cerritos, CA

Girl Scout Leader – Created and implemented council wide, fundraising, educational and service events.

Excel Workshop




Teambuilding Activities

Word Workshop




Customer Service Seminars

PowerPoint Workshop



Management Trainings

