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Objective

	
A secretarial position within a company that can utilize my dependability, dedication, and skill set.


	
Skills
	Excellent Organizational Skills
Strong Customer Relations Skills
Computer Proficiency
Data Entry
	Telephone Answering, 12-Line System
Word Processing and Typing
Maintenance of client files
Filing

	
	Computer:  Microsoft Word, Excel


	
Experience
	
Child Care & Development Program Secretary
California Indian Manpower Consortium, Inc., Sacramento, CA
Handled all word processing and typing.  Entered data for eligibility & payments for applicants, Prepared and submitted all checks and monitored monies for client accounts, Maintained computerized inventory of all files, ordered supplies, and office products.  Helped with preparation of conferences, as well as registration when needed. Operated all office equipment including, postage machine on a daily basis. Answered the telephone and represented the company in a professional and businesslike manner.


Receptionist
Weld County Dept. of Social Services, Greeley, CO
Covered front desk, answered phones and all duties assigned, typed, and submitted reports of all incoming confidential calls, helped prepare reports for social workers and D.A’s office and maintained all client files.
	
05/1998 to 2004

	
	

Office assistant / Clerical help
Island Grove Outpatient Center, Greeley, CO 
Answered and routed all incoming calls, distributed medications with supervision, maintained client files and supervised all sign in logs.


	

	
	
	

	
	

	
	
	

	References
	Furnished on request.


	



