Michele Weybright
Executive Administrative Assistanct
Arvada, CO 80003 mweybrig@outlook.com 720-987-5233
Work Experience

Administrative Assistant
C & D Printing
August 2018 to October 2018
Temporary office help during the election season.
Production Coordinator - Production
Navajo Manufacturing
August 2017 to April 2018
Daily scheduling of products to run on the production line 
· Responsible for tracking more than 300 travel size products in inventory 
· Creating orders for individual customers in various packaging according to their needs. 
· Working with inventory Receiving, Shipping, Quality Assurance, Yield Clerks and the Production Lineto get orders completed and out to customers under strict time lines. 
· Completing the scheduling of customer same day rush orders on a daily basis 
· Keeping track of finished product in the warehouse inventory to ensure inventory level continuouslyat two and a half months.
Data Entry Clerk
National Credit Care
August 2016 to July 2017
- Processing 
· Analyze clients credit reports for negative items from the three credit reporting agencies 
· Prepare an Excel spreadsheet containing negative information from the credit report for processingby the team 
· Trusted with sensitive client information (i.e.: Date of Birth, Address, and Social Security Numbers)
Permit Technician I
WPX Energy Services
June 2013 to June 2015
- Piceance Team 
· Strong ability to communicate with Regulatory Agencies, Vendors and other professional staff in the
Drilling, Land, Completion and Geology Departments 
· Assisted in the preparation of application for permits to drill 
· Prepared Well Completion reports to be submitted the State Of Colorado and Federal Bureau of LandManagement 
· Filing required forms with the State of Colorado and Federal Bureau of Land Management uponcompletion of drilling wells (Forms 5, 5A, etc) 
· Prepared Sundry Notices-Spud, First Sales, location updates 
· Familiarity with State Regulations and Federal, Bureau of Land Management requirements andworking knowledge of their databases and online submittal sites (WIS.) ➢ Maintained internal software used for tracking and workflow processes 
· Weekly Regulatory Team Report tracking, update and submittal
Administrative Assistant Senior
WPX Energy Services
January 2008 to June 2013
Provided administrative support for Regional Vice President of Powder River Basin and 10 employees 
· Coordinated group travel arrangements 
· Prepared expense reports, coordinated payroll and processed invoices 
· Ordered office supplies 
· Coordinated appointments, meetings, conferences, trainings and catering as needed 
· Prepared meeting notes 
· Arrange for necessary office repairs 
· Any and all other administrative duties 
· Processing, routing and tracking of all WPX and Third Party Operated AFE's 
· Create all PRB Third Party AFE's in Welltrax 
· Assist Tulsa Accounting Department in research for AFE's needed to process Third Party JIB's 
· Look up/Pull well information off WOGCC website as needed for Engineers & Geologists
Gas Management Coordinator
Williams Production RMT Company, LLC - Denver, CO May 2007 to January 2008
General administrative duties for Gas Management Team 
· Maintained and distributed Monthly Gas Pricing reports 
· Daily/Weekly maintenance of Piceance Outside Production report 
· Use of Field Direct Database to pull daily well reports 
· Draft/revise Limited Temporary Release agreements 
· Routed contracts 
· Analyzed and verified monthly gas gathering invoices for payment 
· Coordinated travel arrangement for team members 
· Processed and coded invoices in Markview 
· Responsible for maintenance of various Gas Management Spreadsheets 
· Prepared expense reports, coordinated appointment, meetings, conferences and catering ➢ Ordered office supplies
Administrative Specialist II
Jefferson County Human Services/Children, Youth & Families Division February 2006 to May 2007
Operation of front desk and routed incoming calls on multi line telephone system 
· Heavy Client contact and responsible for insuring client confidentiality and privacy 
· General administrative duties 
· Used Colorado Trails and CBMS Database 
· Prepared Dependency and Neglect petitions for child abuse/neglect for hearings in Jefferson CountyCourt 
· Travel Arrangements 
· Ordered office supplies and tracked spending for budgeting purposes 
· Tracked office supply spending for budgeting purposes 
· Responsible for issuing pagers, laptops and cell phone for all caseworkers 
· Set up service for cell phones and pagers 
· Tracked cell phone charges and rate plans 
· Maintained asset database for all county laptops, cell phones and pagers 
· Processed all invoices for cell phones, pager, and wireless cards
Administrative Specialist
Jefferson County Human Services - Colorado Works
November 2005 to February 2006
Responsible for all administrative duties 
· Answering phones 
· Processed various forms for Community Assistance 
· Sorted and distributed mail 
· Ordered office supplies 
· Checked in clients for appointments 
· Verified client eligibility and payments in CBMS Database ➢ Responsible for insuring client confidentiality and privacy 
· Answering general eligibility questions
Education

High School Diploma
Arvada Senior High School - Arvada, CO
Skills

[bookmark: _GoBack]Executive Administrative, Administrative Support, Excel, Data Entry
