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Debra A. Gillenwater
	Career Summary
	Over 10 years experience working in a multitude of diverse office settings.  I possess the skills to prioritize tasks and follow them to completion on schedule.  I utilize listening skills that allow me to immediately develop rapport with internal and external clients at all levels of an organization. I have a proven record of working independently with little or no supervision.

	Experience
	9/12-11/12             Adams County Elections Office               Brighton, CO

Election Specialist-Temporary Position
· Data entry of voter registration by voter registration drives, Department of motor vehicle and online.

· Preparation of Election Service Center materials.

· Voter information call center.
1/12-5/12                  Homestead Management              Westminster, CO

Secretary

· Routing of all telephone calls to proper agent or employee.
· Develop and distribute newsletters and special mailings for HOA’s and Homeowners.
· Homeowner HOA payment collections.
· Operation of office equipment: fax, scanner, computer, postage meter, etc.
· Maintain all vendor/contractor Certificates of Insurance.
3/08-8/10           
Klebold Consulting                      Ft. Lupton, CO
Administrative Assistant
· Total responsibility of maintaining paper and electronic filing systems for financial institutions and internal clients.

· Personally responsible for communicating directly with clients their project status, completions percentages, task timelines and pertinent facts.

· Delegate project updates to field inspectors.

· Responsible for timely completion of monthly progress, non-activity, and disparity reports,

· In charge of accurately maintaining field inspector’s route books.

	
	4/02-3/08
Presto-X-Company
Denver, CO
Administrative Assistant
· Effectively communicate with all levels of high profile clients regarding all aspects of account management, including service requirements, accounts receivable, and quality of service.

· Act as liaison between clients, Service Professionals, and Branch Manager.
· Assist with recruiting and pre-screening of potential new hires.
· Responsible for accurate data entry of Branch Manager daily, weekly, monthly and quarterly reports.


	
	9/04-9/06
Wild Noodles
Westminster, CO
Cashier
· Accountable for accuracy with opening and closing of cash stations.
· Assist owner with daily preparation, set-up, and opening procedures.
· Consistently delivered exceptional customer service to ensure every customer received the ultimate dining experience.

	
	1/06-7/06
Lamar Outdoor
Thornton, CO
Assistant Office Manager
· First point of contact for incoming customer inquiries and assist Operations Manager of mobile advertising.

· Responsible for RTD advertising inventory.

· Assigned to take field photos, organize, and deliver to clients for purposes of quality assurance.

· Responsible for data integration of accounts payable.

	
	

	Education
	Graduated Stephen Hempstead High School in Dubuque, IA
Formal Work Related Training: Effective Communications, Six Steps to

Problem Solving, Dealing with Difficult People, Intro into Excel.



	
	References available upon request


