10972 Larson Dr. 
Northglenn, CO 80233
720-542-3067
Jasmineraegene83@gmail.com
[Email]
JASMINE R. SANDERS
	Objective
	
	 To obtain a position in a professional office setting and provide an opportunity to make a strong contribution by utilizing and expanding upon related education, skills, experiences and capabilities.

	Skills & Abilities
	
	Productive worker with solid work ethic.  Dependable, responsible contributor committed to excellence and success.  Energetic performer consistently cited for unbridled passion for work, sunny disposition, and upbeat, positive attitude.  Conscientious go-getter who is highly organized, dedicated, and committed to professionalism.  Fluent in Spanish. Proficient in 10-key. Microsoft Outlook, Excel, PowerPoint, and Internet Explorer. Supervision of employees. 

	Experience
	
	Operations/cost basis/quality controller, corporate stock transfer, Inc.
May 2007-October 2012
Worked one on one with officers of companies regarding their shareholders and stock certificates.  Worked with broker dealers on research projects for their clients.  Revised all stock certificates.  Managed shareholder accounts. As well as, extensive data entry onto Excel spreadsheets.  Dealt with a diverse group of important external clients and visitors as well as internal contacts at all levels of the organization.
office manager, sanders corporation, inc.
September 2001-Novermber 2006
Worked with contractors on bids. Payroll of employees. Statements and invoices.  Minimal supervision of employees.  Inventory of tools and supplies. All recordkeeping for the entry company.  Handled contracts and other supporting documents, maintaining insurance requirements for both employees and subcontractors (General Liability Insurance, Worker's Compensation Insurance, Equipment Insurance) working for said company (as well as other assorted paperwork necessary for employees and subcontractors), employee/subcontractor/client/customer/supplier relations, notarizations, and many other office-related tasks.

	Education
	
	red rocks community college, lakewood co 
General studies with an Associates Applied Sciences 
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