


	1370 Delmar Pkwy Aurora, CO.  80010 (303) 343-6604 kendraraymond7@gmail.com

	Kendra M.  Raymond

	Position Desired

	A challenging and rewarding career as an Administrative Assistant, using my exceptional secretarial skills.  I am a hard working energetic woman who enjoys working with others, yet I like having the responsibility of working independently.  I consider myself to be very outgoing and a self motivated individual.  I take initiative in learning things in a fast and efficient manner.

	Work History

	07/11 to 01/12
	Independent Land Service
	Littleton, CO.

	Sub Contractor/Construction
Remolded vacant houses throughout the Metro Area.
Professional tile setter and drywall hanger.
Exceptional painter, both interior and exterior.

	

	12/09 to 07/11
	A-Massage Inc.
	Denver, CO.

	Payroll Assistant
Tracked all employees hours and wages through an Excel spreadsheet. 
Ordered and tracked all inventory of products sold.
Issued payroll checks bi-weekly to all 78 employees. 

	

	10/08 to 12/09
	ABM Security
	Lakewood, CO.  

	Security Officer
Patrolled and observed Belmar Shopping District for any issues or concerns.
Responded to all calls and alarms in a timely manner.
Viewed video surveillance from cctv located on the property.

	

	
	
	

	Professional Skills
Communication:  I am an excellent oral and written communicator with exception listening skills.
Organizational:  I am an extremely well organized detail oriented individual.  I have remarkable decision making and problem solving skills.
Computer Related:  I have experience with Microsoft Office products (Word, Excel and Outlook).  I have worked on all office equipment, including Multi-Line phone systems.  I type an average of 40 WPM and 10 key by touch 10000 KSPH.  I am proficient at multi tasking.

	Education

	2002 to 2004
	Arapahoe Community College
	Littleton, CO.

	General Education
ENG 121, HUM 121, LIT 115, MAT 101, MAT 121 and math series (BIO 111 and 112).

	References Available Upon Request!
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