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· Advance proficiency in Access, Power Point, Word, Excel, Adobe, Print Master Deluxe, Publisher, Right Fax System, Retail Operation Reporting System, COLD/LEND, Internet Explorer, and Outlook.
· Demonstrate ability to handle confidential and sensitive material and information.
· Demonstrate professionalism and ability to multi-task.
· Excellent written and verbal skills.  
· High degree of professionalism.
· Interface with all levels with diplomacy and tact.
· Team player.

EXPERIENCE
Administrative Assistant, Alliance Data
Westminster, CO 2009 - present

· Responsible for tracking $8,600 cash for national site-wide 4th quarter contests.  Maintain cash tracking logs and input to accounting and human resources.
· Maintain yearly morale budget consisting of $16,000.00.  Ensure department is consistent with monthly expenditures and reporting.  Input monthly expenses in Concur and IPayroll.
· Maintain department staffing database.  Compile reports, tables, and charts with up-to-date staffing needs.  Maintain seating chart for department.
· Retain broad based relationships with strategic partners to ensure securities are comprehensively up-to-date for department.
· Liaison for Administrative staff in Rio Rancho with opening of site in November 2012.
· Create weekly Pay-By-Phone reports using Retail Operation Reporting.
· Compile Roll Dollar Report Summary for Western Region for each portfolio billing cycle.
· Compile data from databases for Queue Volume reports weekly for Westminster and Westerville offices.
· Complete and reconcile T & E and procurement reporting and reconciling for department, Operation Manager, Department Managers, and Supervisors.
· Create Power Point presentations and award certificate for department.
· Purchase general office supplies and minor equipment for department consisting of 225 associates.
· Prepare documentation and supplies for new hire classes.
· Coordinate catering requests and special engagement events with café and outside vendors for department and special events.
· Complete meeting minutes for Associate Engagement Committee and distribute to appropriate personnel.
· Responsible for maintaining Operation Manager and Department Managers daily calendars.  Answer phones, set up meetings and conference rooms for department and all levels of management.
· Received Altitude Award in 2011, Peak Performer Award in 2013.
Executive Assistant for Director of Finance, Roche Colorado Corporation 
[bookmark: h.pafewdlnmmev]Boulder, CO — 2008- 2009

· [bookmark: h.kg7h0dvgwq2t]Managed operation system for T & E and Procurement cards for over 200 individual employees with expenditures exceeding 250K.
· Maintained budget filing system for North American Operations Group.
· Coordinated and lead procurement card transition with system and training for all employees from Citibank to Chase.
· Audited travel and expense reporting in Concur for all 250 Roche employees.
· Arranged domestic and international travel and daily schedules for Director of Finance.
[bookmark: h.oftubm8tsshk]
Real Estate Lead Associate, REMAX of Cherry Creek
Denver, CO – 2000 – 2005

· Coordinated all showings for 100+ office. 
· Lead associate with 4 direct reports.  Coordinated schedules and liaison for front desk.
· Analyzed, navigated, and prepared MLS data for agent presentations.
· Responsible for processing all pertinent MLS data for agent presentations.
· Created brochures and updated web sites for agent’s listings.
· Prepared marketing newsletters for agent’s monthly mailings.
· Prepared advance level spreadsheets and monitored client database.
· Retail broker license. (current inactive status)

Executive Assistant for CFO, Anthem Blue Cross Blue Shield
Denver, CO – 1998 – 2000
	
· Responsible for input, maintenance, and reconciling of $2.5M department budget.
· Coordinated financial amendments, invoices, and wire transfers with outside contractors and vendors.
· Managed and coordinated off-site meetings with high level executives.
· Prepared Power Point presentations and exhibits for Executives and Board Members.
· Prepared schedules, travel arrangements, travel authorizations, expense reports, and purchase and check requests.
· Responsible for action items and status reports and communicating updated information for department.




Executive Assistant for Director, Internal Revenue Service
Denver, CO 1996 - 1998

· Managed $1.5 million division budget.
· Created Power Point presentations for Executive Directors.
· Designed and developed complex spreadsheets, tables, graphs, and charts.
· Organized and maintained Director’s calendar.
· Completed all T & E expense reporting for Director and direct reports.
· EEO Counselor for Rocky Mountain District.

Executive Assistant,  Internal Revenue 
Denver, CO 1995 - 1996

· Assisted Revenue Agents in organizing, reviewing, and administering corporate tax returns by maintaining data files for audit cycle requirements.
· Served as group liaison for group member’s payroll, insurance, bonds, applications, and productivity issues.
· Coordinated twenty five Revenue Agents time for biweekly time reports for Ogden, UT.
· Responsible for compiling primary paperwork and schedules for Agents business travel.
· Established and maintained filing system for Managers and Agents.
· Answered phone calls in a professional manner and routed calls to appropriate personnel.

Technician, Resolution Trust Corporation
Denver, CO 1993 – 1995

· RTC Coordinator for the “Estimated Cash Recovery” ECR funding project for the Denver offices mandated by Congress.
· Directed General Accounting Offices (GAO)  “Due Diligence” process for quarterly audits.  Lead team of 5 clerks in due diligence process and ensured files were complete for auditors.
· Supervised and coordinated contractor’s quarterly visits.
· Tracked 600-800 national asset files quarterly with RTC’s four different database systems.
· Compiled and maintained weekly reports and analysis for National office.
· Coordinated dates, times, locations, and facilities with loan servicers for contractor’s review of asset files.


Marketing Technician, Resolution Trust Corporate
Denver, CO 1991 - 1993

· Developed databases for loans compiled from over thirty loan servicers nationwide to identify confirming loans to be sold at RTC National Auctions.
· Responsible for accuracy of loan data and delivery of loan product to purchasers.
· Served as primary contact for prospective investors.
· Audited loan files for “due diligence” at individual loan servicing sites.
· Served as technical administrator for upcoming auctions.
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University of Oklahoma
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