Kassidy Kimbel
Receptionist / Secretary
Fort Collins, CO 80528
Karidusty@yahoo.com
435-790-2236
2 years of Front office Receptionist / Secretarial work for a Oilfield Company. Answered phones , filing, quickbooks, employee files, incoming/ outgoing mail, spreadsheets, Microsoft Word / Excel, professional with Customers at front desk and on the phone. I am friendly, dedicated and a great member to the office team. I can provide an official Resume and Letter of Recommendation if needed. Thank you.
Authorized to work in the US for any employer
Work Experience

Receptionist/Secretary
Rocky Mountain Energy - Vernal, UT
March 2017 to January 2019
2 years of Front office Receptionist / Secretarial work for a Oilfield Company. Answered phones , filing, quickbooks, employee files, incoming/ outgoing mail, spreadsheets, Microsoft Word / Excel, professional with Customers at front desk and on the phone. I am friendly, dedicated and a great member to the office team. I can provide an official Resume and Letter of Recommendation if needed. Thank you.
Education

Highschool diploma in Medical
Phlebotomists - Vernal, UT
2016 to 2020
Skills

Payroll, Quickbooks, Administrative Assistant
Certifications/Licenses

Phlebotomy
I would love to further my experience and love for the medical field.
Assessments

[bookmark: _GoBack]Intermediate Word Processing with Microsoft Word — Proficient
May 2019
Measures a candidate's knowledge of intermediate Microsoft Word techniques including the use of formatting, Track Changes, and Comments.
Full results: https://share.indeedassessments.com/share_assignment/1owigxmim-ukqxre
Indeed Assessments provides skills tests that are not indicative of a license or certification, or continued development in any professional field.
