 CYNTHIA MATHIS

1865 East Nichols Place






 303-795-8929-Home

Centennial, Colorado 80122

   blynken@comcast.net


 303-956-7981-Cell   
OBJECTIVE
To utilize my clerical, customer service, administrative and organizational skills in an office or school environment with a positive attitude and professional appearance. Offering public relations, interpersonal skills, detailed oriented, interact with individuals at all levels, flexible, versatile, dependable, work independently and a team player.

PROFESSIONAL EXPERIENCE AND SKILLS

Clerical:

Phone skills with various Phone Systems, Typing – 50 wpm, Data Entry – 8000-9000 KSPH, ADP-PR, Windows 8, WordPerfect for Windows 9. MSWord 2007, Basic Excel, QuickBooks, Microsoft Outlook, Various Software Packages, Tabs3, PracticeMaster, Fax Machine, Copiers, Laminating Machine, 10 Key, Internet, Various Filing Systems, Light Bookkeeping,  and Postage Machine. Responsible for memorandums, newsletters, correspondence, various projects, reports, retrieve and send E-mail correspondences.
Customer

Answered, screened and routed incoming calls. Scheduled appointments, meetings, 

Service:

conference rooms, seminars. Greeted personnel, clients, customers and visitors. Interacted with office personnel and customers promoting good public relations. Placed product orders, pulled, packaged and shipped the product in a timely manner. Assisted educational staff in a variety of duties: attendance, student records, class lists and special reports.

Administrative:
Delegated work to staff, training them in standard office procedures. Assisted in human resources, payroll, accounts receivable and accounts payable using automated data systems, prepared bank deposits with attention to detail, worked independently and with individuals at all levels meeting deadlines.  
Organizational: 
Organized, updated and maintained confidential files for various clients and projects, correspondence and personnel. Responsible for ordering supplies. Assisted in maintaining budget for department, prepared light bookkeeping, maintained petty cash and other funds for departments. Handled incoming and outgoing mail, distributed correspondence and other material and performed duties as assigned. 
WORK HISTORY
2006-2011

Receptionist/Administrative Assistant
Seaman, Murphy & Chambers, PC 






Greenwood Village, Colorado

2004-2005

Receptionist/Administrative Assistant
Overton & Associates




Greenwood Village, Colorado

2003-2004

Customer Service/Shipping
Steve Spangler Incorporated




Englewood, Colorado

2001-2003

Office Coordinator
AppleOne Franchise  Inc.



Greenwood Village, Colorado

1994-2001

Secretary/Willow Creek Elementary
Cherry Creek School District




Englewood, Colorado

2000-2003

Customer Service/Part-time-Evenings
Nordstrom




Englewood, Colorado
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EDUCATION AND TRAINING
Courses in Secretarial Administration, Automated Data Processing and Business


         1991   
SkillPath
         
Englewood, CO
How to Be an Assertive Secretary
1992
Cunningham Center    
Denver, CO
Time Management for the Secretary     Career Track Seminar
Boulder, CO
Beyond Secretary


Career Track Seminar
Aurora, CO
High Impact Communication Skills

1993
New Horizons
Aurora, CO
WP for Windows
1994-
CCSD Campus Middle
Englewood, CO
Facility Use Training

2000


1995
Arapahoe Community
Littleton, CO
WP for Windows 6.0-Intro.


College


WP for Windows 6.0 Adv.

1997
Career Track Seminar
Englewood, CO
How to Organize Your Life and Get 






  Rid of Clutter

SkillPath Seminars
Englewood, CO
The Indispensable Assistant

1999
CCSD Office of Tech.
Englewood, CO
Microsoft Word-Level 1






Microsoft Excel-Level 1


Willow Creek Elem.
Englewood, CO
First Class/E-Mail

2000
CCSD Office of Tech/Adm  Englewood, CO
Advantage 2.0 Remote Training






Admissions/Student Training

2002
AppleOne Franchise, Inc.
Greenwood Vllg., Co
Office Procedure Training
2003
Colorado Staffing Assoc.
Denver Chophouse
What Employers & Cos. Should Know

Michael C. Wheeler
INS – Special Agent
About I-9 Forms During Hiring Process

2005
Volt Employment Srvs.
Greenwood, CO
Volt Track Training
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REFERENCES
Anne Linz

Retired Office Manager from Willow Creek Schools in Cherry Creek School District 




Phone Number:  303-771-0685 - Home
Anita Sullivan
Paraprofessional for Willow Creek Schools in Cherry Creek School District




Phone Number:  303-850-5499 – Home

Nancy Stevens
Office Manager for Seaman & Chambers, P.C. 




Phone Number:  720-974-1235 - Work
Daryl Scott

Office Manager for Liberty Middle School in Cherry Creek School District



Phone Number:  720-886-2410 - Work 
