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Receptionist
Office specialist with over 15 years experience in team environments.  Skilled in use of multi-line phone system, scanning, location of data from hard copy or computer sources, data entry, and cross team communication.  Professional response to requests from a variety of individuals for action items ranging from supply ordering to department maintenance.  
.              
  Qualifications
· Project Maintenance – confidential handling of patient information in several research studies
· Customer Service – Scanned documents to clients, field techs & sales personnel
· Receptionist – Answered phones and directed calls for a Medical Research Center

Skills
· Detail oriented
· Extensive knowledge of office machines including printers, copiers, fax machines & plotters
· Multi-line phone usage
· Use of Microsoft Word, Excel, Outlook, specialty software 
· Paper/computer file management experience
· Knowledge of safety regulations and training
· Oversight of office including inventory, mail distribution, minor maintenance

Professional Experience

Johns Manville Corporation Littleton, CO – December 2006 – January 2013
Principal Clerk	
· Filed guarantees and supporting documentation
· Entered data into a Cloud based information management system 
· Ordered supplies for two departments
· Maintained printers, copiers, fax machines
· Distributed mail
· Scanned and copied files, roof plans and other records for inside and outside clients

Talent Tree for Johns Manville Littleton, CO – December 2004 – December 2006
	File Clerk
· Spearheaded the organization of all guarantee and contractor records
· Archived files to outside storage following legal retention regulations
· Scanned and copied information for sales & tech reps and exterior clients
	
Peet’s Coffee & Tea, Denver, CO - September 2004 – November 2004
	Apprentice Barista
· Sold coffee and tea 
· Performed store maintenance for hygiene and appearance
· Handled cash and credit card sales in a responsible manner 
	 
Division of Healthcare Policy and Research Aurora, CO – February 2004 – July 2004	
	Administrative Assistant 1
· Coordinated data consolidation and legal disposal for research center realignment in new location.  
·  Assisted with several key office moves and set up.
	
Center for Health Services and Policy Research, Denver, CO – October 1996 – May 2003 
Administrative Assistant
· Using a multi-line phone system answered and directed calls to study personnel
· Filed study records and forms
· Proofread draft study proposals
· [bookmark: _GoBack]Arranged travel for study investigators and their collaborators

Education & Professional Development
	Arapahoe Community College
	Englewood High School
	Microsoft Office 


