Denice M. Pracht

11621 Kendall Street ♦ Westminster, CO 80020 

Phone (720) 224-2421 ♦ Email dmpracht@comcast.net

Professional Profile


          Summary 

An individual with strong abilities to multi-task and prioritize efficiently, accurately, on schedule and with a positive attitude who is looking to learn new skills and be an asset to any company.  Recognized team player; able to work effectively with remote teams as well as individuals at all levels. 

















PROFESSIONAL EXPERIENCE

Benjamin West

Project Coordinator-Temp






          03/2013-Present
Supporting Project Manager and Project Director

· Track vendor status updates
· Coordination with vendors, freight managers,  clients, and warehouses

· Assist with project close-out
Medtronic, Inc.                                                                                                        08/2012-03/2013
Data Entry-Contract









Supported Legal Department

· Data Entry, Records Retention and Retrieval

Supported HR Department
· Coordinated interviews with candidates and Hiring Managers and scheduled into Microsoft Outlook calendars
· Uploaded documents into PeopleFluent software
Supported Sales Department
· Data Entry, Records Retention and Retrieval

· Scanned from Kofax Scanning program and uploaded documents 

into Documentum (WebTop) program
Benjamin West, Lafayette, CO






04/2012-05/2012
Accounting Clerk-Contract
Supported Accounting Department

· Reviewed invoices (marked for use tax)

· Gathered invoice copies, reconciled invoices to the use tax report 

· Filed check copies and invoices
Facility Logic, Broomfield, CO






01/2012-02/2012 Receptionist/HR Assistant- Contract

Supported Human Resources and managed Corporate Headquarters call distribution.

· Administrative Support for Human Resources Department

· Solely responsible for distribution of telephone calls

MarkWest Energy, Denver, CO






03/2010-12/2011
Human Resource Assistant/ Receptionist

Supported Human Resources and managed Corporate Headquarters call distribution.

· Administrative Support for Human Resources Department.
· Maintained employee files and ensured that payroll obtained all necessary paperwork.
· Monthly billing coding and allocation for insurance companies.
· Managed the preparation and approval of all Company Business Cards.
· Data entry in HRIS.
· Posted job openings to the Internet and to Microsoft SharePoint.
· Scheduled interviews for applicants with Department Managers.
· Performed Background Checks for pending employees.
· Arranged catering for in-house meetings for HR and any requested departments.
· Coordinated special occasion celebrations. 

· Solely responsible for distribution of telephone calls for 620 employees.
· Managed incoming and outgoing overnight mail and courier service deliveries.
· Maintained the cleanliness and appearance of the office common areas.
· Maintained updated company phone list.
Denver Instrument Inc., Denver, CO





11/2004 – 11/2009
Receptionist/ Data Entry

Supported the Sales and Customer Service staff with office administrative duties and call distribution.

· Sales order processing utilizing SAP program: new customer set up, order entry, shipping, receiving, return goods and demo consignment.

· Debits/Credits for goods on a daily basis.
· Data entry of customer purchasing history in web-based contact management system for reference by sales staff and use in marketing campaigns.

· Maintained and updated inventory control of demo equipment on company web-site.

· Processed end of month reports and issued corrective actions.

· Ordered, received and managed inventory of office supplies.

· Created online UPS and Federal Express shipping documentation for letters, sales literature and high volume packages.

· Sorted and distributed incoming mail.

· Solely responsible for distribution of telephone calls through a multi-channel phone system within dual companies.

· Filed, scanned, photocopied and faxed.

· Coordinated maintenance and repairs with building management.

· Handled special projects as assigned.

RBC Dain Rauscher, Denver CO






02/2004 – 03/2004

Temporary Position - Administrative Assistant

Assisted Financial Consultant with general administrative duties.

· Handled sensitive and proprietary information in a confidential and professional manner.

· Updated, printed and mailed client reports.

· Maintained alphabetical client report filing system.

· Photo copying.

· Answered phones.

· Data entry.

Colorado Eye Center, Thornton CO





01/2003 – 01/2004

Front Desk Receptionist 


Welcomed and assisted patients in completing information forms.

· Verified and tracked billing information and insurance coverage for patients.

· Updated and maintained schedules for four Optometrists.

· Answered a multi-line phone system.

· Scheduled appointments for patients with Optometrists.

Education and Training:

Administrative Assistants Conference- July 2011, Fred Pryor Seminars
Microsoft Office Excel 2007/2010 Basics- June 2011, Fred Pryor Seminars
Microsoft Office Excel 2003- Level 1- February 2005, New Horizons Computer Learning Center

Attended various seminars on; IRA accounts, counterfeit money, CD deposits, FDIC insurance, new accounts, negotiation skills, professional image and self image building courses. 






Volunteer Experience

Avista Hospital- Assisted patients in the medical surgery ward, worked at the information desk and gift shop.

