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Receptionist A/P Admin
Denver, CO 80221
kimo2mtgal9_qy4@indeedemail.com - (303) 898-1354
To obtain employment as an Office/ Administrative Assistant, with a company that will utilize my knowledge and skills.
Authorized to work in the US for any employer
WORK EXPERIENCE
Receptionist A/P Admin
Lightning Ventures - Englewood, CO - 2015-07 - 2017
Maintained front desk reception area, directed all calls to appropriate persons and departments. Assisted A/ P with coding vendor invoices and entered purchase orders. Matched sales orders and backup to invoices. Ordered all office/ kitchen supplies. Maintained office equipment and copier supplies. Opened and distributed incoming mail. Accepted FedEx and UPS shipments.
Receptionist/Administrator
STV/GWD Design - Denver, CO - 2012-05 - 2015-01
Answer phones, greet clients and managed six different conference rooms. Coordinated conference room calendars and catering. Ordered and stocked office/kitchen supplies. Processed outgoing and incoming mail, courier packets, FedEx shipments. Maintained all office equipment. Stocked and cleaned kitchen areas. Reconciled credit card statements and verified vendor invoices. Contacted Building Management and submited work order requests. Made travel arrangements and processed expense reports.
Accounts Payable/Admin
PLAYTIME - Englewood, CO - 2010-08 - 2012-04
Processed Accounts Payable into Quickbooks. Responsible for entering payables, purchase orders, invoicing, matching backup to bills, cash postings, Visa reconciliations, UPS reconciliations, time sheets, time card entries, verify expense reports, cut checks, and did inventory adjustments. Backed up the receptionist.
Front Desk Administrator
ABS Consultants Inc - Denver, CO - 2006-07 - 2009-03
Covered front desk, ordered office supplies and maintained office equipment. Reformatted and proofed large documentation - engineering specifications (MEP).
Typed proposals and office memos. Did weekly update to Jobs List in Excel spreadsheet. Entered contacts into Outlook.
Office Manager
Kolorfusion - Englewood, CO - 2002-02 - 2006-04
Entered A/P, A/R, purchase orders, invoices, and deposits. Did credit card and bank account reconciliations. Processed expense reports and payroll entries. Maintained office supplies and equipment. Entered time cards, explained employee benefits, processed all new hire information and updated employee files. Put together marketing brochures and packets.
EDUCATION
High school or equivalent in Accounting - Payroll
CM Russell Highschool - Aurora, CO
SKILLS
Quickbooks, Microsoft Office, Excel, Word
