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Ranae Johnson

20314 East 128th Avenue

Commerce City, CO 80022

303.918.3047-cell
znr.johnson@yahoo.com

Professional Objective - Obtain employment with a company where I can utilize my extensive administrative support experience to contribute to the company’s organizational goals. 
Professional Experience
Receptionist/Administrative Assistant, QEP Resources-Denver, CO (November 2012 – as temporary assignment)

· Maintain switchboard for corporate office of over 350 employees of receiving and directing incoming calls
· Greet and announce daily visitors for employees
· Maintain fleet of ten company vehicles for reservations and service

· Assist with special projects as needed

· Update company phone list and distribute access cards
Land Assistant, Petrogulf Corporation-Denver, CO (October 2011-June 2012)

· Research and compile data from the NDIC (North Dakota Industrial Commission) Department of Mineral Resources, Oil and Gas Division website:  GIS Map Server, Scout Ticket Data

· Enter new leases and contracts into BOLO Land System

· Scan leases, contracts and well documentation into files, attach those files in the BOLO land data system for each of the corresponding leases

· Research and contact interest/royalty owners for returned checks that could not be forwarded to them

· Assist with Quit Claim documentation

· Send letters to County Recorders for documentation of recording leases

· Physically update contract, lease and well files in the file room

· Update contract, lease and well files in the BOLO software system

· Assist Landmen, Land Coordinator and Land Manager with special projects

· Maintain inventory of terminated/expired leases
· Completed BOLO Land Overview training March 2012

Sr. Administrative Assistant, El Paso Exploration and Production Company - Denver, CO 

(May 2006-June 2011)
· Primary responsibilities as front desk receptionist
· Prepare monthly expense reports for petro techs- (land men, geologists, engineers)
· Arrange travel
· Prepare, mail and track AFE’s to interest owners for land men

· Invoice coding – G&A, Joint Interest Billings
· Assist with special projects: large volume mailings, regulatory electronic filing, collating large volumes of land documents
· Data entry and assist with HR paperwork and questions
· Administrative support as needed for asset teams: setting up meetings, arrange catering for lunches
· Supply ordering , sorting daily incoming mail/manage daily outgoing mail, UPS shipments
· Prepare LOE AFE’s from DIMS reports
Receptionist/Office Assistant, Mark Young Construction - Denver, CO (March 2005-January 2006)

· Performed dispatch services for entire Maintenance and Refrigeration division 
· Administrative functions

· Provided administrative support to Contract Estimating Department

· Provided front-line assistance for customer and contractor inquiries

· Receptionist duties (incoming/outgoing mail, answer phones, greet visitors)
· Responsible for maintenance/repair coordination for all office equipment

· Responsible for inventory/ordering of all company office supplies

Administrative Specialist II, City of Thornton, Water Resources Division and Utilities Operations, Thornton, CO (April 2004-March 2005)

· Maintained water conservation programs
· Utilized file maintenance programs to enter, store and/or retrieve information

· Compiled data for special projects or reports as assigned, ensuring completion by specified deadline
· Performed administrative support functions

· Assisted with preparation of divisional and departmental budget information

· Filed and retrieved information as needed for Water Court cases

· Received and provided assistance for customer inquiries

· Typed a variety of materials (correspondence, communications, resolutions, policies and memoranda)

· Established, organized and maintained a variety of files and filing systems

· Receptionist duties (incoming/outgoing mail, answer phones, greet visitors)

Administrative Assistant/Receptionist, Covenant Village of Colorado, Skilled Nursing Facility and Assisted Living, Westminster, CO (May 2002-December 2003)

· Supervised a staff of three receptionists
· Payroll

· Maintained resident trust funds, profiles and medical records

· Accounts payable

· Inventory and purchase of all office supplies

· Maintained cash funds, daily census of residents and resident directory

· Scheduled residents’ transportation to appointments

· Receptionist duties (incoming/outgoing mail, answer phones, greeted/directed visitors)

Software Application Experience
· Word, Excel & PowerPoint  (June 2013 – refresher course) - Adams County Workforce Business Center
· Microsoft-Outlook, Word, Excel, PowerPoint, Access
· BOLO 
· DIMS

· Crystal Reports
· JD Edwards (purchasing and budgeting)

· Hansen-Utilities management

· D02-invoicing
· Kronos-Payroll software application package

· A.O.D.-(Answers On Demand)-Human resource statistical data management storage and retrieval
· Quick Books Pro-Data management

Additional Skills

· 45 wpm w/accuracy
· Notary for State of Colorado
