	Christianne McNulty

	6956 Robb Street, Arvada, Colorado 80004

	Home 720-583-1302  Mobile 303-990-2503

	chrismcnulty@comcast.net

	Objective
	An administrative assistant position in a progressive environment.


	Skills
	Excellent Organizational Skills
Strong Customer Relations Skills
Computer Proficiency
Data Entry
AP/AR
	Telephone Answering
Word Processing and Typing
10-Key Calculator
Filing
Payroll/941 Taxes

	
	Computer: Microsoft Word, Excel and Outlook. Quick Books, PayPal, Yahoo Site Builder.


	Experience


	2002 to Present
Office Manager
Crystal Clean Home Services Network, Arvada, Colorado
[bookmark: _GoBack]Handled all Payroll, A/P, A/R, word processing and typing. Entered data for reports and prepared weekly employee schedules. Maintained computerized inventory of all supplies, and products.   Created and maintained company website.  Helped plan and organize company functions. Answered the telephone and represented the company in a professional and businesslike manner

· Researched and implemented an automated customer reminder calling system.  Result: Huge time savings and increased office productivity.
· Created, organized, and set up an information center for training manuals and on the job safety. Result: Better access to needed information and less on site accidents.

Employee of the Month, February, 2003 and June, 2011.

	

	
	1994 to 2002
Payroll Specialist
Small Business Solutions, Arvada, Colorado 

1990 to 1994
Executive Assistant to VP Human Resources                                                                  
Nations Way Transport Service, Commerce City, Colorado                

	

	
	
	

	Education
	1987-1990 Business Accounting
	

	
	Metropolitan State College of Denver, Denver, Colorado

	
	1984 Diploma
Lakewood High School, Lakewood, Colorado

	

	References
	Virginia Lowry, Paralegal                       303-431-5329
Clayton Butler, Mechanical Engineer     303-482-7006




