Sharon Johnson
12201 Washington Center Parkway # 220
Thornton, CO 80241
720.301.6923                      http://www.linkedin.com/in/sharonjohnson1/        
johnsonsha@gmail.com
OFFICE ADMINISTRATOR PROFESSIONAL
Greets customers and employees with professional appearance and response. Dedicated and versatile employee committed to providing office support and customer service.  Highly efficient and effective communicator.  Expertise in coordination of office events and office management.  Trusted administrator of organizational policies and procedures.  Produced efficiency-enhancing workflow processes and handled increased responsibilities working independently.  Experience with office software and internet use:  MS Word, MS Excel, MS Outlook, Google, Internet Explorer, Gmail.
	Office Operations 
Meeting & Event Planning

Building/Facility Maintenance
	Filing Systems Organization
Office Supply Purchasing
Spreadsheet Creation
	Office Equipment Service
Notary Public

Report & Document Preparation

	Supply Inventory Management 
Safety Compliance
	Project Management
Computer Asset Management
	Shipment & Mail Processing
HR New Hires/Termination Asst.



PROFESSIONAL EXPERIENCE

SAS INSTITUTE INC., Greenwood Village, Colorado                                                    1999 – 2013
Office Administrator II (2004-2013)
Managed Office Operations, Supported Sales Teams. Handled on boarding and terminated employee processing for Human Resources.  Managed project coordination of office closure to completion earlier than initial schedule.  Coordinated and processed documents of inventory showing office furnishings and assets for disbursement or reuse.  Arranged for donations, recycling and disposal of furnishings and assets. Completed final reconciliations and property walk through, successfully saving 3 months’ rent guaranteeing an early exit bonus while saving an additional 50% in moving costs.
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Selected to participate on a team which developed and implemented a “Best Practice Peer Learning Opportunity” using Microsoft Office Communicator.  This created a cohesive national team of office administrators and management.   

Managed Town Hall & Sales events. Provided all on-site operational support, catering services and expense management for each group division.

Handled Office Administration, Purchasing, Research, Front Desk

Administrative Staff Assistant III, (2001-2004)
     Front Desk, Greeting and directing visitors, Incoming call discernment and direction, Purchasing
Developed tracking systems for recording and auditing vendor invoices, office inventory and purchasing resulting in expense reductions.
Senior Staff Assistant, (1999-2001)
     Front Desk, Sales Support
Catalogued and implemented process for managing sales & marketing brochures.

EYE HEALTH NETWORK, Denver, Colorado                                                   1996 --1999
Accounts Payable Clerk & Mail Room Manager

Receptionist


EDUCATION AND OTHER EXPERIENCE

· University of Phoenix, Online Web Courses, College coursework
· Front Range Community College, Westminster, CO, Excel Course
· Union College, Lincoln, NE, Business Administration
· Microsoft Office classes in Excel, Word, Sharepoint, Outlook

· Current Certified Notary Public

· Professional Affiliations – National Notary Association

