DANELLE L. MARQUEZ


9700 Welby Road, #812, Thornton, CO 80229 PH: 303/255-3775 CELL: 303/349-8834 EM: danellemarquez@msn.com


OBJECTIVE

To obtain a responsible and challenging administrative position that would utilize my skills, as well as welcome the opportunity to enhance my skills.

SUMMARY

Considerably a hard-working self-motivated team player who works well independently and has excellent organization and communication skills. Possess the ability to prioritize, adapt to rapidly changing situations, and follows through with tasks. An ample amount of PC Skills: MS Office, Outlook, Internet, Adobe, QuickBooks, SAP, Summation, RealLegal Binder, Roxio, plus more.  Typing skills:  75+ WPM
WORK EXPERIENCE

3/2010–2/2011
Linkmont Technologies, Inc. Denver, CO (Telecommunications)



Receptionist/Administrative Assistant; Annual Salary $30K
· Assisted the Controller with A/P & A/R (entered and coded invoices, created and updated vendor accounts, received inventory and matched up purchase orders with invoices.  Weekly review A/R aging reports and collected payments)

· Performed receptionist duties (answered phone, greeted clients, created copies, filing, assisted other departments)
· Maintained office supplies and building maintenance
· Received 1st Degree Award for 2010 2nd Quarter (work performance that went above & beyond day to day responsibilities.)

8/2009–2/2010
MARKUSSON, GREEN & JARVIS, Denver, CO (Defense; Litigation Law Firm)


Receptionist/Administrative Assistant; Annual Salary $30K
· Collected and processed invoices, expense reimbursements, and check requests.  
· Billed clients and applied payments to appropriate accounts.
· Provided receptionist duties (answered multi-phone lines, greeted clients, filing and data entry, mail preparation and distribution, and errands)
4/2003–6/2009
THE GILBERT LAW GROUP, Arvada, CO (Automotive Product Liability, Injuries to Children & Minors, Accident & Injury, Electrical Product Defects, Toxic Tort/Environmental Defects)
2006-2009
Legal Assistant; Annual Salary $34K
· Managed Witness Files and Deposition Library:  Assigned barcodes, data entry, and filed all depositions, exhibits and Expert related materials.
· Maintained a Production Log of all documents received for each case and processed case related documents
· Assisted in trial preparation

· Provided back up support for Legal Secretaries and general office duties

2005-2006
Legal Secretary; Annual Salary $32K
· Case and file management:  Docket control, drafted and finalized pleadings and correspondence, requested records, transcription, E-filing, monitored CLE credits, and created files and working notebooks
· Aided as back up for Receptionist

· Knowledge of Westlaw, LexisNexis, Pacer, and AIEG websites

2003-2005 Receptionist; Annual Salary $24K
· General Office duties:  Answered multiple phone lines, checked voicemail, created copies, scanned and faxed documents. Opened daily mail and distributed to appropriate secretary.  Also, prepared and dropped off of mail and packages.
· Barcode documents, data entry, and filing
· Performed searches for: auto parts, vehicles and surrogates

· Video dubbing and editing 

· Additional tasks: Errands, replaced toners for copier/facsimile/printers, refilled postage meter, restocked supplies, kitchen maintenance, opened and closed the office.

10/2001–12/2002
MILE-HI SPECIALTY FOODS, Denver, CO (A consolidated distribution center that provides specialized services to various, innovative restaurant chains within the Rocky Mountain Region)
Customer Service; $13.00 per hour
· Provided Customer Service for all Starbucks in Colorado.  

· Applied credits and made any order changes in regards to their next shipment; as well as processed and supplied invoices for each store
· Submitted vendor orders each day
EDUCATION 

COMMUNITY COLLEGE OF DENVER, Denver, CO

Majored in Accounting

IVER C. RANUM HIGH SCHOOL, Westminster, CO

High School Diploma

HONORS

Phi Theta Kappa Honor Society

REFERENCES

Marcia Hagedorn

Former Controller, Linkmont Technologies, Inc.

303-916-2232

marciahagedorn@comcast.com
Denny Rogers

Vice President of Customer Solutions, Linkmont Technologies, Inc.

303-902-0355
dmrogers@linkmont.com
Mary Maes

Operations Support Manager, Linkmont Technologies, Inc.

720-350-7580
mmaes@linkmont.com
James L. Gilbert

Founding & Senior Partner, The Gilbert Law Group
5400 Ward Road, Bldg. IV, Suite 200

Arvada, CO  80002

303-431-1111

jgilbert@thegilbertlawgroup.com

Stuart A. Ollanik

Of Counsel, The Gilbert Law Group
5400 Ward Road, Bldg. IV, Suite 200

Arvada, CO  80002

303-431-1111

sollanik@thegilbertlawgroup.com
Deidra M. Sandoval

Accounts Receivable Specialist lll, Quiznos Sub
1475 Lawrence Street, Suite 400
Denver, CO 80202
303-573-2389
DSandoval@Quiznos.com
