
Mary Ann Madera
(303) 550-4833
pebblesrocks772@yahoo.com


Personal Summary
Experienced and motivated program assistant with outstanding customer service skills for over 10 years, great with problem solving, fast learner. 

Skills Summary



Patience
Scheduling 
Fast Learner
Team Player
Problem Solving
Lead Trainer
Multi-tasking
Filing
Data Entry
8-Line Phone System
Event Function Planner 100% Customer Service 


Computer Knowledge

AS400
Citrix
SABA
Blackboard
GS Connect
Wikispaces
Microsoft Excel 
Microsoft Word
Microsoft Outlook



Employment History

[bookmark: _GoBack]Graduate School USA 	February 2003 - June 2013       
Program Assistant 	Lakewood, CO 
· Answering general questions from students over the phone/email 
· Create accounts for students in the system 
· Taking payments
· Enroll and send course materials to students
· Assist instructors with problems or questions regarding courses and students
· Issue certificates to students once they complete a class 
· Assist students with extensions 
· Maintain students/instructors accounts in all systems
· Team Lead 
· Training old/new employees
· General office duties 

Express Personnel 	April 1998 - February 2003
Program Assistant/Receptionist 	Denver, Colorado
· Customer Service
· Answer phones
· Filing & data entry 
· Create spreadsheets
· General office duties
