KAREN K. KING, PMP
� 1500 West Thornton Parkway #344, Thornton, Colorado 80260
℡ (303) 487.0741 l (720) 879.7929 � kingkarenk@yahoo.com

Administrative Assistant

•• PROFILE OVERVIEW 	

I am a self-starter with high ethical standards and a strong work ethic.  I am a creative-out-of-the-box-thinker, proven problem-solver and have excellent communication skills both written and verbal.  I have good organizational and time management skills.  I pay attention to details while keeping the overall scope in mind.  I have a strong ability to create and cultivate strong positive working relationship with others.  I am technically proficient in Microsoft Office Suite and Share Point.  I am an eager learner.


••AREAS OF EXPERTISE 	Project Management and Administration Business Process Development
Executive Communication and Leadership                                            	Strategic Planning and Assessment
Change Management and Business Reengineering              		Training and Enhancement
Event Planning and Program Coordination 				Conflict Resolution

••PROFESSIONAL EXPERIENCE 	

HOSPIRA  Boulder, CO
Administrative Assistant								        Aug 2012-Nov 2013 

I provided administrative support to all areas of the company.  Basic duties included relieving the Front Desk for lunch breaks and vacations, filing, scanning, booklet development, supporting the FDA audit, ordering of supplies.  I provided support for MS Word, Excel, PowerPoint and MS Publisher projects.  I assisted managers at all levels.

CROSSROADS CHURCH  Northglenn, CO
Administrative Assistant								        May 2011-Aug 2012

I provided voluntary administrative support for the church office.  I answered phones, created several publisher projects, completed copying projects.  I also coordinated all calendar events for three church campuses.
 
ANTHEM BLUE CROSS BLUE SHIELD • Denver, CO
Senior Project Manager                                                                                                                   Jan 2002–Dec 2010
Simultaneously served as a business project manager and professionally assisted the IT project manager. Provided oversight to all facets of the project life cycle development, from initial analysis and conceptual design through implementation, quality review, and enhancement. Monitored progress of the project; facilitated business readiness and change  management activities; conducted weekly team meetings;  maintained project logs; and coordinated User Acceptance Testing. Set up project communication, including status reporting to all project sponsors/PMO and enterprise-wide announcements.

Career Highlights:
· Saved $5M a year through effective completion of complex projects within time and budget constraints
·     Administered a project that changed the high dollar claim review process, saving approximately $10M on a yearly basis

System Analyst                                                                                                                                 Oct 1995–Dec 2001
Conducted analysis and testing of approximately 95% of all program interfaces required to support the transition of legacy systems to AMISYS. Coordinated claims and membership interfaces. Developed and drafted requirements documents and test cases with both systems testing and user acceptance testing. This conversion allowed us to support one system instead of three.

Career Highlight:
· Formulated rate interface for AMISYS to enable automatic update of rates on the system
••EARLIER CAREER 	

ROCKY MOUNTAIN HEALTH CARE ASSOCIATION (BCBS Plans of Nevada, Colorado, and New Mexico) • Various Locations
Manager of Private Business Programmers/Team Leader/Senior Programmer Analysts/Programmer

BLUE CROSS AND BLUE SHIELD OF WYOMING • Cheyenne, WY
Programmer

TELEPHONE EXCHANGE • Cheyenne, WY
Hospital Admitting Clerk/Cashier/Operator

••EDUCATION AND CREDENTIALS 	

COURSEWORK IN COMPUTER PROGRAMMING
Laramie County Community College • Cheyenne, WY

ASSOCIATE OF ARTS IN PRE-MEDICINE
Casper Junior College • Casper, WY

Software Testing
Project Management (Certified PMP)

••PROFESSIONAL AFFILIATIONS 	

Project Management Institute • Mile High Chapter

•• ACTIVITIES 	

· [bookmark: _GoBack]Proactively engaged in the Media Team at Crossroads for Sunday Worship Services
· Served as a speaker at one of the monthly PMI Mile High Chapter dinner meetings
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