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OBJECTIVE
To obtain a position where I can maximize my multilayer of office skills; office organization, customer service, financial reporting and accounting.

SUMMARY
Results-oriented, high-energy, hands-on professional with planning and organizational skills that utilizes leadership and teamwork to handle various office functions; detail oriented, and an effective communicator that is capable of interacting with customers and peers.

EXPERIENCE
Next Generation Energy
Lafayette, CO – 2005-2012 
Human resources, Customer Service, Sales, General Office Management, Financial Reporting, Accounting

Administrative Assistant, Farmers Insurance
Longmont, CO – 2004-2005
[bookmark: OLE_LINK1][bookmark: OLE_LINK2]Training, Agency Support, Monthly Sales Tracking and Reporting, Financial Analysis, Accounting

Self Employed, Contract Labor
Niwot, CO – 1998 -2004 
Training, Agency Support, Customer Service, Office Organization and Set Up, Accounting

Trainer/Underwriter/Claims, American Family Insurance
Denver, CO – 1990 - 1998
Training, Office Support, Investigative Review, Customer Service

EDUCATION
University of Colorado at Denver
Master of Science: Management and Organization – 1995

Metropolitan State College
Bachelor of Science: Finance, Accounting – 1989

SKILLS
Strengths include strong leader, excellent communicator, competent, team player, and attention to detail.  Accounting and Financial experience including payroll, A/R, A/P, purchasing and other administrative tasks.  Clear vision to accomplish company goals.  Computer and Internet literate; NetSuite, QuickBooks, Excel, Word.
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