		Audrionna Kingsley

	



		Contact

	Tel : 303-709-6094
e-mail : akingsle@msudenver.edu




		Address

	13735 W. 67th Place Arvada, CO 80004




		Profile

		


[bookmark: _GoBack]Objective: To obtain a position within your company where I can utilize my skills and gain experience in my field. 




		Key Skills

	Proficient or familiar with a vast array of programming concepts and technologies, including:
	Office Management             Adobe Bridge
	Spreadsheets/Reports                   Contact Sheets
	MS Access     
Adobe Photoshop
	MS Project                     Chemistry/Bio Labs

	Database Administration          Real Time PCR training Designed STR Primer                              
	Event Management
Calendaring
Front-Desk Reception


	MS Outlook
GCMS                             Executive Support

	MS Publisher
PCR Training                           UV-Vis Spectrophotometer








		Education

	Metropolitan State College of Denver — Denver, CO                                                                                                                     

	Expected graduation:  May 2014
Chemistry Major with concentration in Criminalistics
Minor in Biology




		Work Experience

		Jefferson County Sheriff’s Office
	Seasonal Job

	Crime Lab Intern
	May 2013-July2013

	· Analysed over 50 samples of plant material to compare to marijuana
· Assisted in analysis of 1600g of marijuana for casework.
· Processed mock crime scenes
· Attended 2 days of academy training

	Tom and Wendy Bird
	Part-time Job

	Nanny / Child Care Provider
	August 2009-Present

	· Pick up two elementary children from school.
· Transport to and from sports and activities.
· Collaborate schedule and provide a flexible schedule.

	Mountainside Fitness
	Part-time Job

	Front Desk Staff
	May 2009- May 2010

	· Provided customer service and provided satisfied customers.
· Trained employees; Assisted in organizational procedures.
· Maintained the gym’s hygiene.

	Terracon Consultants Inc.-Wheat Ridge CO
	Seasonal Job

	Receptionist/File Clerk
	May to August 2005-2008 & 2010

	Handled multifaceted clerical tasks (e.g., data entry, filing, mailing, answering phones) as the assistant/receptionist at Terracon Consultants Inc. Maintained database and ensured the delivery of important documents to clients and quickly became a trusted assistant known for “can-do” attitude, flexibility and high-quality work. 
· CMT typist (58 wpm)
· Provided timely, courteous and knowledgeable response to information requests; screened and transferred calls; and prepared official documents and bindings.
· Co-developed comprehensive, 60-page training manual that enabled faster ramp-up for newly hired support staff.
· Emailed, scanned and mailed important billing invoices to hundreds of clients daily.
· Earned excellent marks on performance reviews, with citations for excellence in areas including work volume, accuracy and quality; ability to learn and master new concepts; positive work ethic; and commitment to providing unsurpassed service.
· Trained Front Desk Receptionist, File Clerks, and typists; ensured the company with a great employee and gave feedback to how well they performed.







	Affiliations:

	ACS Seminar:”Rule 403 Analysis “Loaded” Language in the Courtroom: How Science Can be Used to Distort the Truth” Josh Lee. Ward & Lee Attorneys at Law, Vinita, OK, United States; Monday, August 29- Tuesday August 30, 2011.



