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				 PROFESSIONAL SUMMARY					
To acquire a position that allows myself to innovate my skills and allow me to go above and beyond tasks to improve my accuracy, efficiency and achieve organizational objectives.
					  SKILLS 							
· Database Management			• Types 55 WPM
· Excellent communication skills		• Word processing 
· Flexible
· Accurate and detailed
· Articulate and well-spoken
· Works well under pressure
· Advance clerical knowledge
· Filing and Data archiving
___________________________ WORK HISTORY __________________________________
	
Administrative Assistant, 07/2012 to 12/2012	
Jasper Contractors- Commerce City 
· Managed office Supplies, vendors, organization and upkeep
· Ordered and distributed office supplies while adhering to a fixed office budget.
· Worked with Counties and purchased permits for jobs.
· Worked with Counties to set up inspections for final and mid-roof inspections.
· Kept track of 20 plus company trucks in market. Get tags, admissions, maintenance etc.
· Made sure the scheduling of jobs was up to date when GM was not in town.
· Kept track of petty cash in safe.
· Processed new hire paper work.
· Managed Mortgage company checks and processed/ worked with MC companies.
· Worked with homeowners when they had problems/complaints.
· Answered and managed incoming and outgoing calls while recording accurate messages.
· Opened and properly distributed incoming mail.
· Compiled company information and related material and distributed it to candidates.
· Processed client rebate reconciliation, reporting and check requests.
Data Entry Specialist, 05/2011 to 11/2011
First Data Corporation- Englewood Co
· Entered numerical data into databases in a timely and accurate manner.
· Produced monthly reports using advanced Excel spreadsheet functions.
· Scanned documentation and entered into the database.
· Worked closely with Software Compliance department as well Asset Management Department.
Administrative Assistant, 01/2007 to 02/2009
Toms Access Travel- Denver, CO
· Planned and coordinated logistics and materials for board meeting, committee meetings and stag events.
· Volunteered for events.
· Researched, proposed and implemented vendor services to decrease cost to organization.
· Frequently used word processing, spreadsheet database and presentation software.
	EDUCATION						
High school Diploma: 2009		
Brady Exploration: Denver, CO	
Paralegal: Current
Everest College: Thornton, CO






 




