Faun Lee

3285 W. 116th Ave.

Westminster, CO  80031

(303)947-1248 
faunlee@denveronline.net

Professional Experience:
October 2011 – June 2013, Administrative and Safety Assistant, Hi-Plains Sunflower Company, Denver, CO

Assisted with payroll using QuickBooks software, maintained all safety, personnel and maintenance records, responsible for accounts receivable and payable, maintained driver’s hours of service records.

May 2008 – September 2009, Administrative Assistant, I.M. Financial, LLC, Arvada, CO


Responsible for basic office duties such as greeting customers, answering telephones, sorting and delivering mail, filing , updating  client database,  purchasing office supplies as needed, confirming client appointments, preparing for weekly staff meetings, keeping minutes at staff and association meetings  and maintaining office calendar.  Responsibilities also included planning periodic special events such as client dinners and seminars.        

April 2007 – May 2008, Sales Associate, Tomorrow’s Heirlooms, Westminster, CO


Responsible for customer service, sold high end sewing machines,  processed internet orders, balanced cash register, created product displays.

August 2005 – April 2007, Sales Associate, Lipstick Ranch, Longmont, CO


Performed customer service duties, created merchandise for catalog, wholesale and retail orders, created product displays, attended retail and wholesale gift markets.
November 2000 - May 2002, Sales Representative, Royal Publications, Denver, CO


Performed customer service duties, attended trade shows, made telephone and personal visits with customers.
May 1995 – November 2000, Manager/Sales Associate, Dry Creek Quilts, Broomfield, CO


Responsible for customer service, edited store newsletter; created product displays, made store samples, balanced cash register.


September 1991 – May 1993, Paralegal, Long, Burner, Parks and Sealy, P.C., Austin, TX


Drafted legal documents; performed legal research; responsible for interviewing, training and supervising several support staff employees; maintained records on attorney mandatory continuing legal education; responsible for temporary bookkeeping for large association client; prepared minutes from client board meetings; opened and maintained legal and topical files.

Positions Held:
1998 - 1999, Bookkeeper, Colorado Quilt Council


Reconciled books for non-profit group; balanced check books; input financial data using Quick Books software; prepared monthly financial reports for Board of Directors. 

1997, Hospitality Committee Chairperson, Colorado Quilt Council


Organized monthly meetings for group of 200 people; prepared contracts for meeting space; made speaker’s arrangements.  
Computer Skills:
Proficient in Microsoft Word, Excel, Outlook, Quick Books

Notary Public – Expires 08/28/2017
Education:
Undergraduate

University of Texas, Austin, TX

Bachelor of Arts, Major: Political Science, Minor: English

Post Graduate

Southwest Texas State University, San Marcos, TX


Lawyer’s Assistant Program, Certification 
