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Administrative Assistant
Thornton, CO
michelechavez7_qii@indeedemail.com - 720-252-0773
Highly organized, confident Administrative Assistant with over 10 years of experience, assisting in various aspects from a team environment to managing various levels of executives. Worked in both the private and public sector, and understand the intricacies of both. Excellent communication skills, ability to efficiently prioritize, meet deadlines, and evaluate and solve problems. Have worked in several different industries and in many different capacities and can adapt to fit within your unique working environment.
WORK EXPERIENCE
Administrative Assistant
Foothills Behavioral Health Partners - Westminster, CO -
2013-11 - 2017-03
· Provided administrative support to Staff Directors, including Chief Quality Officer, Chief Medical Officer andDirector, Office of Member and Family Affairs, Chief Executive Officer.
· Assist Quality Improvement with surveys and data entry.
· Scribe for monthly finance committee meetings.
· Strong understanding of confidentiality & HIPPA rules.
· Created and maintained expense sheets and account payables.
· Extensive management of scheduling and travel.
· Coordinated several Event planning and meal ordering for staff and clients.
· Manage electronic and paper filing for accurate record keeping.
· Administrative duties included answering telephones and directing to proper person, greet guests in aprofessional manner, utilize and maintain office equipment, mail distribution, inventory of office supplies.
Legal Secretary
Hunter Douglas - Broomfield, CO -
2000-05 - 2009-01
· Provided administrative support to Intellectual Property General Counsel, Patent & Trademark Paralegals.
· Maintained highly sensitive and confidential information.
· Utilized LexisNexis and U.S. Patent and Trademark databases to perform research.
· Prepared travel arrangements, processed expense reports and maintained patent & trademark files.
· Prepared and submitted invoice and other financial documents.
Legal Secretary
Pro Logis - Aurora, CO -
1999-10 - 2000-04
· Provided administrative support to V.P. General Counsel and Real Estate Paralegals.
· Utilized MS Office Applications to perform work.
· Worked with highly sensitive and confidential information.
· Prepared and submitted invoices, expense reports, and other financial documents.
· Organized meetings and performed database management.
Administrative Assistant I-III
Metropolitan State College of Denver - Denver, CO -
1986-02 - 1999-06
· Provided administrative support to Department Chairs, Faculty & Staff in the Athletics, Human Performance& Sport, Mathematical Sciences and Admissions & Records departments.
· Supervised work-study students.
· Prepared athletic scholarships and consulted with financial aid on availability.
· Utilized MS Office Applications to perform work.
EDUCATION
Northglenn High School
SKILLS
MS Office Suite
ADDITIONAL INFORMATION
& COMPETENCIES
· Intermediate MS Office Suite
· LexisNexis & U.S. Patent and Trademark databases
· Confidentiality & HIPPA Rules
· Dictaphone transcription
· Notary Public
· Customer Service
· Keyboarding 60 wpm
