	Nya Muhammad

	10225 East Girard Avenue, Denver, CO 80231

	720-434-5732

	nyamuhammad@gmail.com 



	Skills Profile
	· Ability to work in a fast-paced environment. Highly focused and results-oriented in supporting complex, deadline-driven operations. Skilled in customer service and telephone operations.
· Experience processing international cash transactions up to 4 million dollars on a daily basis. Proficient in Microsoft Office System: Excel, Word, Access, Explorer, SharePoint, OneNote, Communicator, PowerPoint and Visio. Also proficient in Lotus Notes, PeopleSoft, ADP and Oracle.

	
	

	Work History
	Administrative Clerk,

TriZetto, Greenwood Village, CO
Documented process flow charts and their narratives. Assisted with scheduling meetings, updated project spreadsheets, work charts, prepared meeting agendas and dashboards.
Verified the accuracy of newly hired employees, employee changes, I-9(s), direct deposits, 401(k) changes and state tax codes. Validated payroll database integrity using auditing procedures. 

Administrative Assistant,
SAI, Denver, CO 

Maintained and regularly updated customer data base, received and placed follow-up telephone calls, e-mails to answer customer questions. Ordered office supplies and maintained supply inventory. Edited and revised manuals, procedure books and training materials. Provided administrative support and managed accounts payable.
	May 2011-

 October 2011
2009-2010


	
	Administrative Assistant, 
First Data Corporation, Greenwood Village, CO

Provided administrative support to nine Account Managers and two Directors of Finance. Tracked the number of cards activated, voided, reloaded and redeemed on a monthly, quarterly, annual basis for domestic and international clients. 

 Inserted merchant information, promo changes, activated credit, debit and gift cards. Updated and created manuals for new employees regarding policy and procedures.

	2008-2009

	
	Corporate Legal Administrator,
First Data Corporation, Greenwood Village, CO 

Accurately posted checks and wire transfers by researching and resolving problems within designated guidelines by speaking directly with customers on the phone, composed and sent letters, or researched through database inquiries. Acted as settlement/refund contact for requests submitted through multiple avenues by both internal and external customers.


	2006-2007

	
	Administrative Assistant,

Various Temporary Agencies, Denver, CO

Answered all incoming calls, exercising judgment and discretion in scheduling appointments and providing information. Ordered office supplies and maintained supply inventory. Managed communications including sorting and distributing incoming mail to appropriate staff. Prepared renewal letters for personal and commercial lines of insurance.
	2003-2006

	
	
	

	
	Senior Legal Administrative Assistant, 

Great-West Life, Greenwood Village, CO

Provided administrative assistance to in-house attorneys with respect to corporate litigation and insurance law. Prepared various internal forms, made photocopies, sent faxes, ran errands between floors or buildings, coordinated arrangements for meetings and arranged travel reservations. Collected, managed and corrected settlement checks for the legal/law department.
	2002-2003

	
	Receptionist,
Arthritis Foundation, Denver, CO

Answered all incoming calls and screened calls for Vice-Presidents, exercised judgment and discretion in scheduling appointments and providing information. Filed documents in established file systems, established new files, set up working files, purged files, sent files to storage, and retrieved documents.
	1999-2001

	Education
	Associates of Applied Science E-Business Management

DeVry University, Denver, CO
	

	
	President’s List

DeVry University, Denver, CO


	

	Community Activities
	Customer Panel, RTD
Office Volunteer, Alzheimer’s Association
	2012 - Present

2010 - Present
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