BELAN J. ROMERO (B.J.)

9027 Orleans St. Federal Heights, CO 80260 . (303) 396-2339 . Carrillo.ladybug@yahoo.com
                                                                     Salary Requirements:  $38,000 Annual  -  (SS# ..7953)

____________________________________________________________________________________

Summary of Qualifications  

Excellent customer service and organizational skills * Type 65-70 wpm *1400 KPH* Word * Excel * Outlook * Power Point * County software includes: CAS, ICON, Trails and Lexis Nexis * State Databases include ACO, Kronos and Survey Tracking * Notary Public * People Soft *
PROFESSIONAL Experience                           
State of Colorado – Department of Public Health & Environment



                      9/2007 – Present

Administrative Assistant III

· Make travel arrangements and schedule hotel reservations for in- and out-of-state reviewers
· Complete expense reports.
· Complete facility letters, memos and other correspondence in reference to trauma designation reviews.

· Customer Service involves contact with Physicians, Trauma Nurse Coordinators, CEO’s and other highly officiated members of facilities.

· Track invoices and checks received from facilities.

· Lead Worker – Acting as Supervisor.  This includes creating reports and spreadsheets.  Editing and correcting final documents before being sent out.  Managing Survey Process which includes assigning surveys and assuring deadlines are met daily.  Resolving and updating the Supervisor of any arising issues/problems.  

· Research problems and inquiries from customers and coordinate responses with different State Agencies. 
· Review and process renewal and initial license applications for four major group homes in Colorado to include insurance coverage, fees and verify all current/new information.
· Strong knowledge base of State Rules and Regulations and Licensure Standards.
· Develop Procedures for new programs and update current procedures.

· Build and manage spreadsheets to track licensure and certification survey(s). 

· Create and conduct Power Point presentations.
· Proofreading, handling highly sensitive information (surveys) and ensuring confidentiality.
Jefferson County – Social Services, Division of Children, Youth & Families

                       1/2007-9/2007

Administrative Specialist II                                                     
· Assisted caseworkers in various aspects of client care, birth certificates and background checks.

· Pulled DMV, CBI/FBI and other confidential records related to child dependency and neglect.

· Receptionist duties included providing customer service to clients, answering telephones, and mail distribution.

· Obtained and researched records from Lexis/Nexis for prior child abuse records.
· Processed and entered data from fingerprint cards obtained from the parents.

· Ability to handle and prioritize multiple requests and get them out in a fashionable timeframe.

The Children’s Hospital  - Employee Health





                      6/2001-6/2006
         
Staff Assistant III                  




· Managed records of a high complexity and volume requiring attention and compliance with policies/procedures for 2,600 employees.

· Maintained People Soft database (Data Management), which required strict attention to detail for 2,600 employees.
· Supervised one employee and managed the entire office, which required ordering supplies, keeping balance of all incoming/outgoing expenses and assisted with the yearly budget.

· Provided technical assistance and support to the Physicians, employees, Administrators and Managers.
· Daily contact with the Public, Employees, Vendors and Students.

· Scheduled travel arrangements, meetings and prepared monthly reports for the Manager. 

· Managed payroll for six employees using the Kronos system which included vacation, sick and comp. time.
Education

· Denver North High School

Diploma


1986

· Bradford School of Business

Secretarial Certificate

1987

