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	Danette Renee Richins

	

	Professional Experience

	Centurylink (Qwest Corporation)
	
	2000-March 2012

	Fleet Supervisor
Supervised eight to twenty employees and three groups, including repair/dispatch, data and accounts payable.
Adhoc and production report writing in SQL/Oracle.
Process writing/documentation and system development. 
Ensure that invoices are accurately paid and accounts are kept current.
Ensure data intregity.
Major account reconciliation.
Oversee the accounts payable section of Qwest Fleet and Real Estate divisions.
Audits: Process Owner for Sarbanes-Oxley (SOX) on the Fleet system.
Sales Tax Audits for External Municipalities. Knowledge of accounting codes have benefited the Corporation on reductions of sales/use tax assessments. Extensive knowledge of sales and use tax application.


	

	US WEST Communications
	
	1997-2000

	Automated Systems Specialist
ADHOC and production reporting on the Fleet system in SQL.
Monitor Fleet system.
Developed key metrics and reports for Fleet analysis.
FTP files to and from both internal and external sources.
End user and system testing on new system enhancements and changes.
Ensure data integrity.

	

	US WEST Communications
	
	1994-1996

	Administrative Specialist
Single Point of Contact for the Engineering department on trouble T1s.
Checked accuracy of address in new development areas for Premis (911).
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	Education

	
	Front Range Community College
	Westminster, CO

	Project Management
Computer Classes including MS Excel, Access, MS Power Point, MS Publisher
General Classes for Liberal Arts AA Degree, including General Accounting (not completed)



