	Melissa Lewis
8131 E. Linvale Pl., Denver, CO 80231
720.629.8229
lewis.melg@gmail.com

	OBJECTIVE

	 
	A challenging administrative or office manager role that will allow me to utilize my skills and experience to maximize productivity and efficiency in the office on a day to day basis.


	SKILLS PROFILE

	 
	· Well developed communication skills.
· Computer literate in various software programs.
· Good filing and organizational skills.
· Ability to perform daily clerical tasks.
· Knowledge of basic bookkeeping skills.
· Good customer-relations background.


	EMPLOYMENT HISTORY

	 
	Office Manager
	2005-2010

	
	MSLBMDA, Centennial, CO
· Bookkeeping including check cutting, accounts receivable, producing invoices, recording accounts payable, and communicating with the accountant. 
· Knowledgable in Quickbooks.
· Assist with major annual events and event planning.
· Answer all incoming calls.
· Process incoming and outgoing mail.
· Purchase and maintain office supplies.
· Faxing and filing as necessary.
· Maintain contacts database – adding and deleting contacts as necessary as well as creating queries.
· Responsible for direct mailing (including printing, folding, labeling, mailing).


	
	Office Administrator
	2000-2005

	
	ASTECH InterMedia, Denver, CO
· Light bookkeeping including check cutting, maintaining bank balance, recording accounts receivable, producing invoices, recording accounts payable, and communicating with the bookkeeper.
· Reconcile and process expense reports.
· Communicated financial information on a daily basis with the President.
· Responsible for all direct mailing (including printing, folding, labeling and mailing).
· Maintain contacts database – adding/deleting contacts, training employees on use of contact database.
· Maintain the office by communicating with the management office on a regular basis.
· Schedule travel arrangements.

	
	
	

	
	
	

	
	Administrative Assistant
	1999-2000

	
	ActiveLifeNetwork.com, Denver, CO
· Answer all incoming calls.
· Process incoming and outgoing mail.
· Faxing and filing as necessary.
· Responsible for direct mailing (including printing, folding, labeling, mailing).


	EDUCATION

	 
	Degree
	1997

	
	Howard University, Washington, DC


 
