Selena Lynch
961 E. 105th Pl., Northglenn, CO 80233 (looking to relocate) | 720-569-1297 | SLynch875@yahoo.com
Summary
An accomplished Administrative Professional seeking to leverage extensive background in office management, benefits administration and an opportunity for growth. Combines strong planning, organizational and communication skills with an ability to direct high-level business affairs.  Ability to work effectively within a team setting and independently.  
Areas of Competencies
Knowledge of Google Suite		. Quality customer service skills
Knowledge of Microsoft Office Suites 	. Strong analytical and assessment skills
Knowledge of corporate procedures	. Active Learning and listening
Experience
[bookmark: _Hlk517723162]EXECUTIVE ASSISTANT| APPLIANCE FACTORY MATTRESS KINGDOM | MARCH 2022 – JUNE 2022
Directly supported the CEO with: recruiting, scheduling, attending meetings, meeting notes, transcribe tapes, delegating action items to the executive team , delegating tasks to the senior leadership team, training employees, onboarding, setting up meetings, ordering lunches, reservations, any projects or additional assistance the CEO needs. 
Submitting daily reports
Delegating tasks & communication from the CEO to all company employees 
Work with HR on CEO’s needs for the company
Cooperate administrative duties such as meeting notes, creating SOPs, emails, taking attendance for meetings, filing, creating files and a filing system
Handle birthday and anniversary recognition of employees
Used programs such as Google Suite, Basecamp, EPass, and Paycom
EXECUTIVE ASSISTANT| LEFT HAND MANAGEMENT | OCTOBER 2021 – MARCH 2022
Responsible for recruiting for CEO and the company including: job postings on Indeed and Ziprecruiter, screening, scheduling interviews, sending rejection and offer letters
Provide administrative support for executive team and billing team
Write, prep, research and create newsletters for the company
Keep inventory records, updated and organized
Managed CEO and executive team’s calendar 
Create spreadsheets, templates and word documents for the CEO and team to use
Correspondence between employees and clients from the CEO
Responsible for employee recognition and team empowerment (lunches, birthdays, goals attained)
Kept track of invoicing, invoices and budgeting
Proofread, approve and send out contracts through DocuSign
Used programs such as Microsoft Teams Office 365, ADP, Quickbooks, Excel, Word, DocuSign, Keeper
Attend meetings and provide CEO with notes and support
FRONT OFFICE COORDINATOR | EXPRESS EMPLOYMENT PROFESSIONALS | DEC. 2017 – JUNE 2018, AUG. 2019 – AUG. 2020
Provide first line contact for multiple departments within company
Responsible for a multi-line phone system
Provide administrative support for team
Prepare and revise correspondence
Assist with recruiting and sales efforts as needed
Handle office administration duties (copy, scanning, filing, mail)
Manage applicant flow
Payroll Processing; time cards and distribution of paychecks
Invoicing and aging reports
Verify employees with I-9 documents and E-Verify
Assist Owner & Manager with client and associate related projects 
Direct applicant flow (distribute handbooks, administer evaluations)
Maintain appropriate documentation
Recruiting; review applications, interview, process applicant paperwork
Create templates for the team to use for sales, management, correspondence 
OFFICE MANAGER | ASPENRIDGE RECOVERY | JULY 2018 – AUG. 2019
Provided executive level assistance to CEO, Operations Director, Billing Director, and Controller
Responsible for handling confidential information
Processed billing, expense and purchase reports
Greeted clients; process all intakes for the center including financial documents, charges and assignment binders
Entered all data, schedules, meetings and appointments
Accounts receivable, accounts payable and bookkeeping duties
Followed HIPPA guidelines for secure transitions and correspondence
Provided administrative support to clinical, administrative and housing teams
Organized and purchased all inventory for recovery center
Filed confidential insurance and medical documents 
Knowledge of EMER systems such as Best Notes, Kipu and DACOD forms
Coordinated monthly family weekend and company meeting preparations
Reported maintenance as needed for buildings
UA observation for female clients
Front Desk Receptionist | Carlson, Hammond, & Paddock | July 2011 – Oct. 2016
[bookmark: _Hlk498450625]General office tasks: printing, scanning, filing, archiving, mail orders, maintain records
Answering inbound phone line: maintaining multiple lines, screening phone calls, delivering messages
Routinely save, label and file court documents such as pleadings, from Lexis Nexus, Worldox, & ICCES e-filing system 
Monitor the front door to greet incoming visitors and clients 
Received a notary license and performed notary duties
Independently handle office projects; provided support with tasks as needed
Maintain office library updates 
Preparation for office meetings with clients and coworkers (food and drink presentation) 
Maintain the cleanliness of the office 
Deposited company checks to the bank with acquired receipt 
Log FedEx and UPS Certified Mail; pick up, deliver mail to attorneys and employees
Managing appointments in Outlook calendars 
Operated Microsoft, Adobe and other computer programs 
[bookmark: work]Handling confidential paperwork 
Received Fire Warden training and responsibility
[bookmark: _Hlk498460677]SECRETARY OF STATES OFFICE | JUNE 2003 – DEC. 2009
DATA ENTRY CLERK, JUNE 2003 – JUNE 2005
SUPERVISOR, JUNE 2005 – DEC. 2008
ADMINISTRATIVE ASSISTANT, DEC. 2008 - 2009
Data entry into system according to regulated procedures
Successfully accomplished all jobs by deadline 
Supervised and trained over 30+ employees to ensure efficient data entry 
Demonstrated problem solving techniques for archiving & signature checks
Maintained incoming calls, messages, and customer service on the phone 
Coordinated with other supervisors on agenda and barriers within projects 
Formatted charts using Microsoft Excel and Outlook 
Responsible for inventory count and supply orders 
Archived and labeled government documents 
Daily reports to supervisor
Experienced with office machinery (troubleshooting printers, copies, scans) 
Greeting and directing the press 
Physical labor: transporting documents, stamping dates received, cleanliness of workspace, moving archived and petition documents
Authenticated notary applications and notary certification status
Receiving and redacting documents 
Analysis of document compatibility
Education
GED | May 8, 2007 | State of Colorado 

AAS in Digital Media & Journalism | 2017 - 2022 | Red Rocks community College
Major: Associates of Applied Sciences in Digital Media and Journalism
Familiar with Adobe programs, article, blog & sales writing, photoshop, photography, videography and interviewing
[bookmark: _Hlk498460731]Achievements 
HONOR MEMBER | PHI THETA KAPA HONOR SOCIETY | MARCH 2018 – CURRENT	
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