Mary O’Brien

12995 Umatilla Court

Westminster, Co. 80234

303 386 6141

 mary3boys@gmail.com
PROFESSIONAL OBJECTIVES
Seeking a challenging opportunity with a dynamic organization, which rewards commitment to excellence and encourages long-term career growth.  Passionate, high energy leader with infectious enthusiasm and persuasive communication skills.

WORK EXPERIENCE







November 2007 – April 2009

                                                                 APECS, INC.
Administrative Assistant: AP/AR             




Boulder, Co.
    
Manage accounts payable/receivable systems, and maintain and manage all APECS project authorization records.  Team player working directly with pharmaceutical engineering clients providing administrative, document management, and procurement support.  
April 2002-Nov 2007
                                                                        FEDEX GROUND 
Clerk






                                      Henderson, Co.
Supported terminal operation by performing all administrative clerical office work including telephone support, meeting with the public, problem management, providing customer assistance,  processing, data processing and providing assistance to other people in the office.  Gain the required knowledge of company and all departmental procedures related to performing at a consistently high level.  
March 1999-July 2001

                                            EINSTEIN NOAH BAGEL CORP. Training Coordinator                                                                                         Golden, Co.
Developed step-by-step work flow analysis of the procedures followed to create menu items.  Worked very closely with the procurement department to gain their support as I identified economical improvements which could be implemented.  Provided day-to-day training operations to insure employees had the knowledge of our product.  Provided special care to the General Managers and Assistant Managers.   
EDUCATION
Colorado State University at Pueblo- Pueblo, Colorado
1998-Bachelor of Science, Criminology/Sociology

Collegiate Athlete Volleyball and Basketball

SKILLS
10-Key, Microsoft Outlook, Word, Excel, PowerPoint, Quick Books, Bill Quick, Adobe Acrobat , Replicon
