Sally McClain									         Home: (303)-404-9112
1020 E. 10th Avenue #204								
Broomfield, CO  80020						               Email:  sallymcclain@comcast.net

Objective	As an experienced, motivated individual with excellent knowledge in administrative and                  business management, I am seeking a challenging position with an innovative company.
Education	Theatre Arts Major						1969
                        Colorado State University, Ft. Collins, CO
Skills Summary	 Administrative & Clerical duties	    Typing: 60-65 wpm      Data Entry: 6000 ksph
Office Management	Project Coordination Scheduling   File creation and management	Microsoft programs: Excel, Word, Power Point, Adobe Acrobat, Access, Outlook. Internet usage.  Land and Automotive Title work	
Experience:	
Land Administrative Technician/Full time
Mason Dixon Energy, Brighton, CO				July 2011 to February 2012
Daily duties included: answering and forwarding incoming calls.  Verification and data entry of acreage and mineral interest of detailed land abstract reports in Excel spreadsheet, entry and tracking of weekly land reports, emailing weekly report to supervisor, tracking land entries to prevent duplication, scanning and logging reports, updating file system and other general office duties as needed.
Reception/Administrative Assistant: Temporary, Part time
American Solar Energy Society, Boulder, CO		February 2011 to June 2011
Daily duties included: answering phones, direct incoming calls and emails, data entry in Excel for payments for membership and donations, filing, address correction in GoMembers data base, mass mailings, processing claims for missed Solar Today magazine issues and other general office tasks as needed.
October 2009 to February 2011: Completed two, non-fiction manuscripts.  Publication date: 2012
Administrative Maintenance Clerk: Full time
First Transit, Denver, CO					April 2009 to September 2009
Responsible for daily, weekly, monthly data entry of bus fuel consumption, mileage and maintenance work orders into DataStream and Maximus programs.  Daily submitted via email fuel and mileage data to immediate supervisor.  Filed work orders and oil EPA oil samples, sent help desk orders to address errors, maintained filing system.
Administrative Automotive Title Clerk: Full time
Insurance Auto Auctions, Denver, CO			September 2007 to March 2009
Responsible for processing in state and out of state car titles, submitting power of attorney, statement of facts, lien releases, VIN verifications, previous owner information, processed applications for salvage and clear titles to county clerks.  Reissued and processed for sale, assign auction numbers to vehicles and verified weekly auction list.  Resolve title issues with insurance adjusters.
Professional achievement: Published author of three, non-fiction books about Native Americans.
