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Krista Smart
11450 Melody Drive #G102
Northglenn, Co 80234
303-898-2812
smart_krista03@yahoo.com

Objective: To obtain a position in the administrative field where I can advance my knowledge and skills of business practices 

QUALIFICATIONS
· Knowledge of administrative practices and procedures
· Educated in accounting and bookkeeping practices
· Excellent communication skills both verbal and written
· Meticulous attention to detail and accuracy

ADMINISTRATIVE
· Prepared various documents including memos, correspondence, reports, and emails
· Maintained filing system both manually and electronically
· Extracted data from different computer software programs
· Received correspondence and proceeded to sort and deliver
· Handled inquiries from customers and managers for data and information in a timely manner
· Set up and maintained appointments using data created in a software program
· Reviewed documents, reports, and data for accuracy for audit purposes

CLERICAL
· Greeted and directed customers to necessary department or person
· Answered and screened phone calls to direct to appropriate department 
· Received messages and relayed directly to person for which intended
· Generated copies, scanned items to emails, and forwarded important documents using general office equipment
· Maintained appearance of workstation and areas within customer view
· Organized and tracked retention on documents within the office

EMPLOYMENT
Bank of the West; Financial Services Representative		Aurora, CO		2012
Wal-Mart; Cashier						Brighton, CO		2010
Bank of the West; Customer Service Representative		Thornton, CO		2007-2010
Education Sales Management; Telephone Representative		Westminster, CO	2006-2007
Super K-Mart; Cashier/Customer Service Associate		Thornton, CO		2005-2006
Alternative #1 High School; Office Assistant			Thornton, CO		2002-2005

TECHNICAL SKILLS
· 5+ years of customer service training
· Proficiency in Microsoft Word, Excel, Outlook and Power Point 
· Typing of 40 WPM, 10 key capabilities
· Trained in use of office equipment such as copier, fax machine, and scanner 

EDUCATION
Front Range Community College – Accounting – Associates Degree anticipated graduation date 2013
Skyview High School - Thornton, CO – Diploma
