	Nikkeri Nedved                                                                             7249 Upham Street: Arvada, Colorado 80003:  307-689-0609:  nnedved0609@gmail.com               [image: ] [image: ] [image: ] [image: ] [image: ]



Nikkeri Nedved                                                                          7249 Upham Street: Arvada, Colorado 80003:  307-689-0609:  nnedved0609@gmail.com           [image: ] [image: ] [image: ] [image: ] [image: ]

Professional Summary
I am a competent Administrative Assistant who performs above and beyond basic administrative tasks.   I approach my responsibilities with tenacity. I’m detailed orientated and can effectively manage multiple projects.  I have a positive attitude, excellent work ethic and am focused on quality service.  

My goal is to use my experiences and skills while being a reliable member of a well-organized, productive team in a positive work environment
Skills
Self-directed                                                                                  Resourceful
Results-oriented	                                                                  Dedicated team player
Advanced MS Office Suite (Word, Excel, PowerPoint)	            Advanced clerical skills                                              Multi-line phone proficiency                                                            Records Management                                               Works well under pressure                                                          Accurate and detail oriented	                                         Excellent planner and coordinator
Experience
	
[bookmark: _GoBack]File Clerk                                                                                                                          4/2015 to Current                                                                                          Manpower                                                                                                                                                                                  Assignment – Peabody Energy NARM                                                                                                                                        Environmental & Human Resource              
Environmental:
Organizing the electronic and hard copy filing system for NARM & SCM                                                          This required the sorting, coding, and scanning of all correspondence and records                                                               Helped with DEQ inspections by pulling the necessary paperwork
Human Resources:
Assembled new hire packets and folders 
File current employee paperwork                                                                                                    Coordinated the move of terminated employee records from the Gillette office to North Antelope Rochelle Mine                                                                                                                                                          Organized file room to be more productive

Human Resources Administrative Assistant	
Peabody Powder River Services, LLC – Gillette, WY       	      3/2009 - 11/2014
Assisted HR and Safety Managers
Helped employees benefits, payroll question and assisted with any problems
Maintained employee records – W4 forms, change of address, promotions, gross-ups, reimbursements, and wellness incentives
Created new hire manuals 
Assisted with new hire orientation when necessary
Processed new hire paperwork
Posted opened positions through approved recruitment channels
Assisted applicants with the application process using Kenexa
Assisted with beginning interview process using Kenexa
Pulled weekly applicant reports using Kenexa
Helped with yearly affirmative action plan
Generated regret letters to unsuccessful candidates
Helped coordinated Summer Student program
Helped with Job Fairs
Processed bulk mailings for the PRB
Issued safety glasses request
Answered and managed incoming calls while recording accurate messages
Coordinated domestic and international travel arrangements 
Coded and entered invoices into SRM
Helped other department with presentations and manuals 
Volunteered for numerous community projects while representing Peabody
                                                                                                                                          Assignment - Peabody Powder River Services, LLC – Caballo Mine          4/2008 – 3/2009

Assisted HR and Safety Managers
Answered employees benefits & payroll question and assisted with any problems
Maintained spreadsheets for prefect attendance, transfers, terminations, promotions, clothing & boot program
Assisted with applicant / interview process
Tracked GREEN Sheets and Safety reports
Issued safety glasses request


Maintenance Data Analyst
Buckskin Mining Company –Gillette, WY                        1/2008 – 3/2008

Entered metered hours & mileage on all equipment
Logged and reported fuel usage 
Created work orders for PM's 
Compiled books necessary for equipment PM's  
Closed work orders after PM's were completed 
Entered production and downtime stats
Ran monthly downtime reports 
Tracked employee tool allowance

Accounts Payable / Administrative Assistant 
Kennecott / Rio Tinto Energy America –Gillette, WY              5/2002 – 12/2007

Entered invoices for payment using Ellipse accounting programs 
Monitored accounts payable for RTBS project 
Maintained calendars for conference rooms and rental cars
Coordinated housing and furnishings for project consultant
Assisted all teams with projects to meet deadlines.
Frequently used Microsoft Word, Excel, PowerPoint, and database software
Worked with Salt Lake City to resolve Accounts Payable problems for all sites
Assisted Purchasing verifying order accuracy and other A/P problems
Routed service invoices for approval                                                                                                           Ran and filed reports pertaining to project
Preformed Record Retention using Image Now and Application Xtender                                                                                        Answer phone, distribute mail 
Ordered & stocked supplies
Sent and receive faxes 
Maintained office equipment

Student Intern – Accounts Payable                                    4/2001 – 6/2001                                                                                              Kennecott Energy Company –Gillette, WY                          
     
Checked invoices for accuracy, entered for payment using MIMS accounting program
Learned to process checks for vendor payment
Helped purchasing with quantity, price mismatches and A/P problems
File W-9 forms and invoice reports
Prepared files for record retention
Sent and receive Faxes
Sort and distribute mail

Northern Wyoming Community College 				8/2000 – 5/2002



Employment prior to 2001 provided upon request
 


Education
Associate of Science: Business   May 17, 2002                                                                                                                                                   Northern Wyoming Community College - Gillette Campus - Gillette, WY
Certificate of Completion: Business   August 3, 2001                                                                                                                                                   Northern Wyoming Community College - Gillette Campus - Gillette, WY
Certificate of Completion: Office Assistant- Accounting          August 3, 2001                                                                                                                                                   Northern Wyoming Community College - Gillette Campus - Gillette, WY
Certificate of Completion: Office Assistant-Microcomputer Applications      August 3, 2001                                                                                                                                                   Northern Wyoming Community College - Gillette Campus - Gillette, WY
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