LESLIE SHACKLEY 
 
Seeking:  Administrative Support position.  ​	I have a wide variety of office procedure experience in various industries. ​	 The benefits are that I have learned to adapt smoothly to changing office and employee cultures.  Experiencing different operating and information systems has increased my ability to adapt efficiently to new procedures and to interact confidently with all business levels.  
Skills:  Microsoft Office: MS Excel 2010, MS Outlook 2010, MS Word 2010, SAP, SharePoint, JD Edwards (JDE 9.1), Windows​	 
10, Internet Explorer, Oracle Smart View®  for Office, Oracle Essbase, QuickBooks, ApplicationXtender (WebXtender), PC Miler 
25 (mileage calculator)  Also: MS Access Database, MS PowerPoint, PeopleClick and Recruiter Workbench 
 
Employer:	Work History: 

Manpower, Inc. 
Denver, Colorado 
Two Assignments: 
July 2016 – May 2017 
[bookmark: _GoBack]Contract Worker Security Reception Admin for national pharmaceutical company. ​	 Trained in Federal Good Manufacturing Practices and security screening for admittance to facility.  Two-month assignment. 
Contract and Pricing Administrator for large international​	 corporation, during a business acquisition period. Reconciled major customers’ monthly data reports for production, sales, finished goods, and raw materials.  Marked contract renewal changes; reconciled freight bills to shipping invoices; updated the sales accrual matrix; interacted with department co-workers, as needed, to complete my assignments and assist with theirs.  S​ olved application 
of an Excel calculation function that improved accuracy in a materials volume report.  Received a ‘non-disclosure qualification’ to work on a sensitive data information assignment.  ​Eight-month assignment. 
		Part-time Employment 2.5 years 	Caring for an ailing immediate family member during 2013 to 2016.​ 
 


Office systems used: JDE and SAP SharePoint, Microsoft Office, Oracle Essbase® and Oracle Smart View®.  

Rocky Mountain Chiropractic and 
Radiological Center  
Oct 2015 - June 2016 Administrative Assistant part-time.  Supported the office manager.​	  Client billing and receipts in QuickBooks; filing, faxing, phone calls. Setting up electronically transmitted xray images in the viewing room 
for evaluation by the radiologists.  I​ improved filing system​. Quickbooks,​	 
 

Southwest Acupuncture College Clinic 
Boulder, CO  
Sep 2013 - Oct 2015 
MS Office, phone, email
Evening Receptionist part-time.  Managed the evening clinic for the​	 student intern staff and their licensed supervisors.  Received and posted patients’ cash and credit card payments in QuickBooks, posted daily copy of patient schedule, set appointments, updated patient database and maintained patient files.  F​ ocused effort on 
friendly patient relations and keeping a full patient schedule. 
Quickbooks, Email, phone, Internet, MS Excel 


 
LESLIE SHACKLEY 
 
	About Kids Consignment Shop 
Frederick, Colorado 
2010 to 2013 
	Owner-Manager.  Leased a building and obtained a business license​	 to open a children’s clothing and toy consignments shop. ​ ​Purchased office equipment, store displays. Internet and newspaper marketing to acquire customers and consignment inventory.  C​ related business 
operating systems in MS Excel to record sales, calculate monthly consignors’ commissions, and pay quarterly state sales taxes. ​MS Excel, MS Word, Email, Internet, phone 

	U. S. Census Bureau 
Weld County, Colorado 
Jan - Apr 2010 
	Field Representative.  Personally, contacted list of households that​	 had not replied to the mandatory US Census mailing.  Knocked on the doors, asked for and recorded the number of residents in the home. Reported results in person daily to regional manager. U​ utilized creative problem-solving, persistence, and people skills.  ​Email, phone 

	Spherion, Inc.  
Dallas, Texas 
Jan 2007 to Sep 2009 
	Engagement Management Specialist.  Adding contract worker​ employee data in Client’s two nationwide databases and setting them up in Payroll system.  Updated Outlook calendars and meeting schedules for local office staff.  Tracked and resolved any timesheet issues.  P​ problem solving customer invoice and worker payroll discrepancies.​  Outlook, MS Excel, PeopleClick and Recruiter Workbench​	 

	George P. Johnson Co., Inc. 
Torrance, California 
2000-2007 
	Client Administrative Assistant.  Supported designated major client’s​	 marketing agenda for their national auto shows tours.  Coordinated with the internal Sales manager and Graphic Arts department. PowerPoint slides editing, expense report reconciliations, client purchase orders, invoicing and correspondence.  MS Office​	 

	Mitsubishi Electronics America, Inc. 
Cypress, California 
1990 to 1999 
 
	Product Marketing Coordinator.  Coordinated with product review​	 editors for electronics magazines. Representative to the outside advertising agency; purchase orders for advertising.  Processed customer RFP’s. D​ eveloped systems to analyze marketing trends for 
computer monitors.​  T​ he monthly trend reports benefitted Sales and 
Marketing Departments​.  Mitsubishi Electronics was dissolved by the Mitsubishi parent company in 1999. MS software, JDE, SAP​	 


 
Education:  Five total years of college course credits studying Liberal Arts and Business:   Colorado​	 State University, Creighton University in Omaha; Business and Accounting at California State University Dominguez Hills, Tax Preparation at El Camino Community College in Torrance CA.  
Business practices seminars and Microsoft Office, JDE and SAP training courses.  Direct sales experience with small home-based businesses.  I continue a lifelong pursuit of acquiring knowledge relevant to today’s world through seminars, webinars and books.  My current interest is Real Estate. 
Leslie Shackley 
Lshackley@yahoo.com, 303.472.5497 mobile​	 7980 Chase Circle #F, Arvada, CO  80003 
 
