CELIA GOETSCHEL
23248 WCR 4 Hudson, CO 80621
303-437-5236
celia.goetschel@gmail.com
	Administrative Assistant	
[bookmark: _GoBack]Experienced, Administrative Assistant  with proven track record for understanding customer needs and delivering outstanding customer service; proven track record for successfully handling customer inquiries and resolving customer issues; answer calls in a timely manner, professional manner; skilled in multitasking and maintaining poise in high stress situations; possess excellent communication skills; offer strengths in attention to detail, keyboarding, 10 key and organization; skilled in MS Excel, Word, PowerPoint, and Outlook.

Work History & Related Experience
· Accounts Receivable Assistant, Aim Community College, Greeley, Co
· Dispatcher, Baker Hughes/Mile High Solutions, Inc., Brighton, CO
· Management/Waitress, Branding Iron, Fort Lupton, CO
 Communication & Customer Service Expertise
· Communicated with customers and supervising personnel to address questions, concerns, and requests for service and equipment
· Processed multiple phone calls per day, providing information and service to ensure customer satisfaction
· Promptly and diligently completed all assigned task, working overtime as needed
· Professional cash, check, credit, and automatic debit card transaction handling with 100% accuracy
Administrative
· Assembled, compiled, copied, sorted, and filed records of office activities
· Organized and prepared data entry for field workers
· Prepared and reviewed reports for management of related departments
· Input data and other information to appropriate location into spreadsheets and databases
· Ability to write routine reports, memos, business correspondence
· Prepared documents and shipping orders to route materials
· Efficiently processed  all incoming calls and visitors
· Proficient and accurate with 10-key, keyboarding 
· Proficient in Office Excel, Word, PowerPoint, and Outlook
· Prepared spreadsheets for Aims Community College programs’ costs
· Experienced in applying attention to detail
· Experienced in prioritizing and understanding elements of critical situations
· Experienced with solving conflicts in a timely, professional manner



Education
Business, AA
Aims Community College, Greeley, CO	Anticipated Graduation 5/2014
	Relevant Coursework
· 
· Accounting Principles I & II
· Introduction to Business
· Business Communication  and Report Writing
· Public speaking
· English Composition I, II
· 10-Key		
· Business Management to Business
· Keyboarding (40 WPM)
· Financial Mathematics
· PC Application

Awards
English Honor Society, 2013
Phi Theta Kappa Honor Society
· Vice President, Fall, 2013
Honor Roll, 2012-2013
Business Association, 2012-2013
Volunteer
· Colorado Access in Greeley, CO
· Business Association
· Helped Organize Food Baskets
· Collected donation for the 2013 Flood Victims 
