Tracy J Lee
13401 Raritan Street Westminster, CO  80234

303 568-9426  tracyj811@comcast.net

Objective


Obtain employment in stimulating environment that will utilize my abilities while


allowing me to explore new opportunities and challenges.

Summary of Qualifications


Accounts Receivable and Accounts Payable, Dispatching


Proficiency in Microsoft Office, Word, Excel and Internet


Extensive experience with contractors and sub-contractors


Office management, customer service and multi phone line skills.

Work Experience

Environmental Stone Works




2011 - 2012

Administrative Assistant

Denver, CO

Accounts Receivable, Collections, Data Entry, Filing, assists in scheduling multiple

installation crews, assists with daily payroll, billing and inventory.  

Realspace Commercial Real Estate



2010—2011


Administrative Assistant


Denver, CO


Personal assistant to a Commercial Real Estate Broker.  Answered phones, and all 


Emails, scheduled showing and provided property management.  Performed Accounts


Payable and Accounts Receivable, ACT database, as well as other accounting functions

West at Home






2007-2009


Shop NBC Sales Agent


Westminster, CO


Duties included taking phone orders through an Oracle data base. Provided


customer service, process credit card payments, was very time management 


focused due to call time limits and provided customer satisfaction options.


.

Craftsman Concrete Cutting




1986-2003


Executive Administrative Assistant


Irwindale, CA


Duties included accounts payable and preparing bank deposits.  Accounts receivable


and collections.  Management of over 50 contracts from origination to final retention


billing.  Dispatch, track and support a fleet of service trucks.  Prepare correspondences


and bid proposals.  Clerical duties including bookkeeping, filing, editing and data entry.


Travel arrangements and event planning.  Managed multiple phone lines. Human resources 


such as handling confidential information and workers compensation filing.  Purchasing, 


programming and training of all office equipment from computers to 2-way radios.  


Proficiency in MS Word, Works and Excel.  Successful liaison between management and


employees. Bonded California Notary. 

Education


Kiski Area High School – Diploma


Vandergrift, PA


Westmoreland Community College – Computer Basic Certificate


Vandergrift, PA  

References


Available Upon Request


