Linda Kopp
3420 Baron Court

Broomfield, Co 80020
LindaLKopp@aol.com
303-466-7018

Objective: 


To obtain a position which will utilize the knowledge gained from past experience while allowing for growth and development.

Last Position:  Administrative Assistant

Shaw Resources Management Inc.  (March 2011-January 2013)
               633 17th Street, Suite 2170

               Denver, Colorado 80202
Responsibilities
1.  General Office Maintenance and Supplies

2.  Mail Processing

3.     Set up Leases and Well files in the system and complete files

4.     Scanning Title History and Title Opinions in system


5.     Compiling, sorting and labeling files for Land Department and others as 

        Requested

6.     Filing system setup and maintenance


7.     Monitoring, processing and mailing Lease Rental Payments


8.     Assisting with projects, research and reports

  
9.     Assisting Lease/Division Order Analyst as needed
Oil and Gas Classes


A Comprehensive Study of the Oil and Gas Lease, Lease Obligations and Lease 


Clauses –Terrill Williams


Numbers Tell a Story, Calculating Your Division of Interest—Terrill Williams
Organizational Membership:  DALTA
Skills:


Sales


Class Development  




Customer Service

Teaching: Computer Software, Product Orientation                                                            


Management

Supervising



Accounts Receivable
Accounts Payable


Invoicing

Inventory Control


Reconciliations

Microsoft Excel


Microsoft Word

Quickbooks



Bolo


Microsoft Outlook







Landpro


PAS
Education:


BS University of Wisconsin-Stout


Normandale Community College-Accounting Classes
Employment History:


Ellora Energy Inc.:  Land Assistant (January 2007-August 2010)
               AAA Creative Sewing Center:  Sales, Customer Service and Teaching (April 1991-April 2006) 


Western International Forest Products:  Trader Assistant
 

Viking Forest Products:  Trader Assistant

Fullerton Lumber Company:  A/P and Sales Audit Supervisor
