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Administrative Experience

The most important aspect of my job history has been working independently; but, also, remaining responsible with internal and external team members.  

My customer service experience comprises fast-paced public relations, multi-tasking, detailed communications, scheduling services calls and follow-up appointments.  I managed end-month accounting reconciliations and vendor payments within the past eleven years of employment.  I am efficient in records management, ECM – Enterprise Content Management, DMS – Document Management Systems, communications and proprietary operating systems, including, but not limited to, Microsoft, Quickbooks, Deltek, ADP, Great Plains, Lotus, AutoCAD, Primavera, ConEst, ProEst, Xactimate.  

I have managed shared computer systems and calendars for scheduling.

I am a Colorado Public Notary.  Also, I maintain an active Colorado CDL-A License without violations.


Employment

Overhead Door Company of Denver, Inc.
10/20/2008 – 08/08/2011
Denver, CO
Employment Position: Administrative Assistant 
Responsibilities include, coordinating payments and services of contractual obligations, job costing and completion status.  In addition, I negotiated construction and subcontracting debt issues within C.R.S. §38-22-101.

Softec Solutions, Inc.
08/2007 – 08/08/2008
Denver, CO
Employment Position: USAREC (United State Army Recruiting Command) – Assistant Manager
I maintained scheduling, dispatch, E.O.M. recs and payroll - Deltek, DOL requirements and communications for expenses and payments, editing excel monthly accounting and documentation.  I prescreened new hires and scheduled drug testing.  Workflow review in quarterly to annual projections.



VOLT Agency – FRX Software (Microsoft Subsidiary)
02/2006 – 04/2007
Denver, CO
Employment Position – Temp: Sales Accounting Administrative Assistant
I was required to complete billing and verification of contractual obligations for corporate Microsoft SQL server stipulations and amortization schedules re: state specific sales tax and customer proprietary network applications.  Monthly reconciliation reports to include the review of balance sheets, income statements, expense reports, general ledger and aging reports.

Coldwell Banker Commercial (i.e. Front Range Commercial)
2001 – 2004
Colorado Springs, CO
Employment Position:  Property Manager Assistant
I maintained the accounting, EOM reconciliations, job cost management, weekly financial reports and owner distributions for eight different commercial buildings and proprietors.  



Education

1986 – 1987 – West Texas State University – General Studies
1987 – 1988 – Kansas State University – General Studies
As needed, independent classes re: proprietary I.T. network programming and/or systems.
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