

ROBERTA A. MCDOWALL

Aurora, CO 80014 • 720-870-6125 • cobbletrout@q.com   

ADMINISTRATIVE CLERK/DATA ENTRY/RECEPTIONIST


COMPUTER SKILLS 	  MS Word, Excel, Outlook, Car Fax, Experian Autocheck, NADA

                                                                 PROFESSIONAL EXPERIENCE

Blackstone Technology Group a contracting company supporting                       SEP 2012 - FEB 2013
CenturyLink a communications company – Littleton, CO.

DATA ENTRY SPECIALIST
Performed Personal Computer (PC) Asset Management functions managing all CenturyLink owned PC Assets. 
This included approximately 90,000 Desktops and Laptop computers for 36,000 employees nationwide.

· Duties include performing PC validation by sending email to employees and contractors in the company requiring them to validate all PCs associated with their personal ID’s using an internally developed web application called the PCAM Tool. 
· Perform analysis on utilization of PCs and determine appropriate action. 
· Utilize the Remedy ticket system and HP Asset Manager to perform PC updates when employees move locations in order to maintain tax compliance. 
· Perform reclamation of VMware desktops based on utilization determined by log on history captured during the logon script. Proficient typing skills with emphasis on spreadsheet and database skills.
· [bookmark: _GoBack]Assist with shipping computer equipment out to employees via UPS.


Forfeiture Support Associates (FSA) a government contractor supporting                  APR 2010 – APR 2012
The United States Marshals Service – Denver, CO. (Held security clearance)

RECEPTIONIST/ DATA ENTRY CLERK

· Receptionist duties at the front desk included answering phones, checking ID’s. Obtaining signatures of visitor’s in log books. Signing for mail, packages and boxes from internal and external vendors (USPS, FedEx, UPS, couriers) Sort, date/time stamp mail and distribute. Organize and maintain case files of property which was seized by investigative agencies and the U.S. Attorney’s Office. Prepare, pack and ship out assets to our local and national vendors.
· Retrieve, input and print data from numerous databases. 
· Receive property, research appraisals, arrange for storage and disposal.	
•     Maintain internal status on the disposition of all seized assets including cash, vehicles,
      personal property and real property. Conduct physical inventory.
· Run all necessary reports and generate memos from the Consolidated Asset Tracking System (CATS) to process payments via Electronic Funds Transfer to state and local agencies.
· Ensure information is accurate and perform analytical computation necessary to process data.
· Maintain financial records and reconcile monthly paid storage vendor bills.
· Research governments recall notices and complete all necessary documents in preparation of auctions.
· Process Asset Forfeiture weekly, biweekly, monthly, quarterly reports as required.				
· File documents in folders, and file and maintain folders in cabinets.






Dex Media, Inc. an R.H. Donnelley Co.                                                                  
Publishers of White & Yellow Pages – Englewood, CO
		
DATA ENTRY CLERK                                                                                             JAN 2004 - SEPT 2009

· Process Associate/Disassociate task memos on daily a basis.
· Process Market Assignment reports, book check, unassigned new connect and Info USA reports on a daily basis. 
· RTMS (Rotation Lists) - Provide support to the Canvas Prep unit as needed.
· Reassigns - Type assignment changes into ACRM database as requested to support the Canvass Prep unit.
· Clerical duties included servicing printers and calling for repairs. Ordered department office and printer supplies.

ADVERTISING COORDINATOR (PROCESSING)	                                          NOV 2000 – JAN 2004 
	
· Clerical follow - up pertaining to advertising orders after sales contact. Editing and releasing all pertinent paper work following sales contact.
· Inputting updated information into various systems and answering questions. Assisting sales people and managers with order writing, account preparation and customer letters.
· Quality check, proof reading, scanning, sorting, filing, counting, stamping, copy and book closings requiring paper work deadlines.

MICROGRAPHICS/PROOF OUT & QUALITY CHECKER                             JUN 1997 – NOV 2000

· Proof read directory contracts, worksheets, copy sheets, display ads then entered material into a formatted computer data base and Kodak microfilm camera for record keeping.
 										
RECEPTIONIST/MAILROOM - UTILITY CLERK                                            AUG 1981 – JUN 1997

· Front desk receptionist - Person to person customer contact, strong verbal phone skills.
· Collaborated internal office service to company employees with the assistance of outside vendors.
· Prioritize, perform and distribute service requests submitted by internal and external customers.
· Complete in-house office moves upon work request.
· Prepared orders for office supply requests. Prepared and paid invoices for office supplies and stationary products.
· Vendor Relations/Misc. Requests - Interact with employees from various departments for internal and external building maintenance requests.
· Processed internal and external mail which included five Colorado offices and company mail in 14 states.
· Process /distribute U.S. Mail, express and overnight mail, domestic and international mail. Tracking certified insured, overnight mail and packages. Schedule metro area courier services for documents/packages.
· Purchasing and billing experience, inventory management processing. Other job duties have included: Scheduling equipment rental, copier/fax repair and maintenance, conference room scheduling, furniture repair, key orders, ink stamp orders, phone directory distribution, maintain department files, process employee IDs and nameplates.
· Special Projects - Assist manager with various data analysis. Create reports from various databases as requested.
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EDUCATION 		   University of Denver/The Women's College                                         Denver, CO
                          		   BA Major - Communications/Minor - Women's Studies

MILITARY 		   United States Army - (Held security clearance)                        Frankfurt, Germany
   Specialty/Communications - Honorable Discharge

                                          Colo. Army National Guard - (Held security clearance)                        Aurora, CO     


                                       
