Michael A. Butler

10355 Dover St # 1313 









(303) 775-5531 

Westminster, CO 80021








mbutler427@gmail.com

Objective: I am a detail-oriented and creative person looking for position where I can use my combined five years of  experience in administrative work towards a career path that is both challenging and has opportunities for growth.  My goal is to apply my skills in organization and facilitation of work flow to help your administration services run more smoothly and efficiently.

Prior Work Experience

-Orbotix Inc. (Currently DBA Sphero):  Operations Coordinator 



  Oct. 2014 – July 2015

· Managed routing of Orbotix product shipments to worldwide retailers, ensured compliance with retailer specifications for each shipment, helped in implementing system to ship new products worldwide, maintained product inventory within warehouses, organized inventory movement and compliance with business partner standards, tech/customer support work during the peak holiday season.

-Awesome Software Inc. (Longmont, CO):  Contractor 




Sept. 2012 – Oct. 2014 

· Data entry, copy writing, editing documents for style and grammar 

-University of Oregon (Eugene, OR):  Graduate Teaching Fellow (Instructor) 


Sept. 2011 – June 2012

· Taught recitation style Spoken Russian course for the 2011 – 2012 academic year

· Oversaw 20 students

· Assisted students with finals preparation by organizing study groups

-Starkey Mortgage LLP (Longmont, CO):  Temp Office Administrator 



July 2010 – Sept. 2010

· Prepared loan packets for potential borrowers, copying, filing, organization, answering/forwarding phone calls. 

-NYU Steinhardt Office of Music and Performing Arts:  Administrative Assistant 


Oct. 2006 – May 2010

· Answered and directed calls throughout department, completed projects for faculty members, faxing and copying documents for various university departments or affiliates, mail distribution to all faculty, and training of new employees (from 2008-2010)


Skills

-Several years of experience working in a large office serving a vast academic community, as well as working in a growing Boulder-based start up and also providing copy writing skills to various entities.

-Data Entry/transcription (~90 WPM) 


-Microsoft Office Suite

-Computer skills both PC and Mac 



-Teaching experience

-Fluent in Russian 




-Knowledge of basic conversational Spanish

-Customer Service/Phone skills 



-Internet/Internet Research

Education

-University of Oregon (Eugene, OR) – M.A. in Russian, European, and East Eurasian Studies  
2010 - 2012

-New York University (New York, NY) – B.A. Russian and Slavic Studies and B.A. Political Science 
2006 - 2010

