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PROFESSIONAL PROFILE

Dependable Administrative Assistant, with professional experience in customer service with a diverse background. I bring a positive attitude and high quality of production with proven satisfied employer reviews. 

EXPERIENCE

Customer Service/Cashier (Part-time position while attending college)		       2016-Present
Sportsman’s Warehouse, Thornton, CO
· Greet Customers
· Stock front end merchandise
· Check out customers
· Maintain clean areas
· Assist with store inventory

Office/Executive Assistant (Laid due slow oil economy)				        2013-2015
Ursa Resources Group, Denver, CO
· Improved reporting of process detailing of the untapped oil reserves
· Maintained the tracking system for returned orders
· Utilized Excel spreadsheet to track clients we owed payment for oil on their land
· Updated lease orders for invoicing and filed accordingly 

Accounting Clerk									        2012-2013
RMS Cranes, Denver, CO
· Tracked payroll processing for 30 employees using private company software
· AP/AR responsibilities
· Entered all approved journal entries into accounting system
· Assisted customers with accounting questions regarding their accounts

Passtime USA										        2006-2011
Customer Care Lead, Littleton, CO
· Coached team member with company customer services process
· Assisted customers with technical issues
· Was cross trained with Marketing department due to high level of success in customer service department
· Positioned as point of lead with high level accounts

PROFESSIONAL SKILLS

General Office
· Scheduling office meetings
· Answer phones and took accurate messages
· Prepare and mail Division Orders
· Track when Division Orders are mailed out, and returned with signature
· Scan land leases into company drive and file land leases
· Entered new employees into company data base
· Processed and distributed curative spreadsheets to stake holders submitted by company
· Microsoft Office Suite / 10 Key
· Utilized Internet email as an effective communication tool

 Customer Service
· Established friendly and lasting relationships
· Provided customers/clients with desired information in a timely manner
· Welcomed customers and visitors in a friendly and courteous manner


EDUCATION

Community College of Denver 
Applied Science in Business Administration (4.0 student)			
Anticipated graduation May 2018

AWARDS
Outstanding New Student Award received in 2016	


