	Ruth Koehler

	(303)257-3739

	ruthakoehler@gmail.com


	Summary
	Demonstrated achiever with exceptional knowledge of office procedures, customer service, and business communication
Ability to learn new concepts quickly, working well under pressure.
Excellent written and oral communication skills with the ability to express ideas clearly and effectively
Extensive computer training, including proficiency in MS Word, Excel, Access, PowerPoint, Outlook, QuickBooks, Adobe Photoshop CS4, and accounting software
Expertise in office equipment including computer, ten key, copier and fax machine


	Education
	Administrative Assistant and Business Technology Studies
Arapahoe Community College, Denver, CO
Concentration in Business and Business Technology;  4.0 G.P.A.

	2008-2009

	Career History & Accomplishments

	

	
	
Data Entry, Element One Photography
· Data entry, contracted work
	
2012-Present 

	


	
Self Employed, State Licensed Child Care
· Bookkeeping and reports in compliance with state license
· Researched and wrote parent handbook, childcare contract, medical forms, and miscellaneous forms concerning childcare
· Worked directly with parents to provide top quality personalized childcare
· Marketed business with internet ads, flyers and special promotions, growing my business to full capacity within six months

Office Assistant, Data Entry, Kennedy and Company
· General office duties such as filing, mail, handling incoming and outgoing calls
· Data entry including opening new accounts, closing accounts and changing filing system for new partnership
· Efiling with courts using lexisnexis
	
2010-2012    







2010-2010

	
	
Office Assistant, Element One Photography
· General office duties such as filing, creating spread sheets, records & billing
· Handled incoming and outgoing calls, appointment setting
· General customer service as well as sales and problem solving
· Data entry,QuickBooks, and photo editing using Adobe Photoshop CS4
	
2009-2010     






	
	Contract Packaging, Kong Co.
Contract work with responsibility in filling orders as needed for a small manufacturing company

	1993-2001

	
	Receptionist, Tropical Tan and Tone
Handled incoming and outgoing calls, and appointment setting
Customer service and cashier responsibilities


	1987-1989



