Holly Hargrove
13810 W. 75th Place  Arvada, Colorado 80005  720-289-0773 
hollyhargrove2014@gmail.com

Administrative Support Specialist

Dedicated and technically skilled Administrative Support Specialist in high-level executive 
support roles with over 15 years’ experience. Highly motivated and thoroughly familiar with all 
facets of office management, and execute exceptional customer service skills, with extensive 
computer experience, including Microsoft Office, Adobe Professional, file transfers and 
various databases.

Key Skills
	· Professional communication skills with clients and co-workers, both oral and written
	· Sincere customer service skills, with sensitivity and discretion of  confidential matters


	· Strong computer skills, using many programs to create and publish quality reports

	· Maintain applicable files, both electronic and manual document management


	· Excellent organizational and prioritization skills, while meeting dead-lines 

· Attention to detail, hardworking and self-directed, ability to thrive in a goal driven environment

	· Technical report writing, data entry, database updates, filing, copying, printing, scanning, and mailing

· Colorado Notary Public, experience working with engineering firms and construction companies


Experience

	CTL|Thompson Materials Engineers, Inc. 
	08/1999 to 02/2014

	Denver, Colorado 80223
	


Division Administrator
Both administrative and technical support for branch President, senior management, engineers and technicians. As well as administered liaison communications between Materials Lab and the Marketing, Accounting, and IT Departments. 
Responsibilities included but not limited to:
· Managed the receptionist area, including greeting visitors and responding to telephone and in-person requests for information. 
· Maintained and updated the company’s out-of-office calendar and conference room calendar, including scheduling of technicians. 
· Coordinated and implemented staff safety meetings, holiday, and various special functions.
· Designed and maintained applicable files, electronic and manual document management, label generating, archiving and retrieving as necessary.  
· Published quality reports and business correspondence, provided final proofread and editing, prepared for signatures.
· Created project setups, included budgets, and schedules, submitted for entry. 
· Final edit of proposals, amendments, and contracts for distribution to clients, both electronic and manual copies.
· Processed financial documents including department’s invoices, both receivables and payables.
· Setup accounts with distributors, ordered and maintained all office supplies, and equipment, including petty cash for office.
· Maintained and updated subscriptions for various industry quality control standards.
· Updated, organized, and maintained various tracking logs for incoming testing of materials and services requested.
· Created computerized inventory of all lab equipment, calibrations, maintenance and repairs for equipment used in quality control testing.
· Handled all incoming and outgoing correspondence, daily mail, including delivery of lab results to project managers for all branches.
· Supervised up to 4 assistants, depending on work-load needs.
· Researched all phases of testing/observations/inspections per project requirements, prepared the LOC for engineer review, noting any outstanding discrepancies in the design for preparation of submittals to local municipalities.

	Hargrove’s Home Improvements
Englewood, Colorado 80110
	05/1995 to 08/1999


Office Coordinator
Quality focused office manager, all around general support to owner/operator for small home improvements and landscape business. 
[bookmark: _GoBack]Responsibilities included but not limited to:
· Created and maintained all client logs.
· Handled cash and deposits using the proper accounting procedures and documentation.
· Clerical services and collections.
· Assists in evaluating the quality of service provided to customers and developed procedures to minimize customer complaints.
· Picked up and delivered job materials when needed.

Education

	Arapahoe Community College
Littleton, Colorado 80160
	08/1998 to 08/2000


Certificate in Administrative Support Specialist
