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	   Profile
	Administrative Assistant
Maintain an effective medium of Communication and Collaboration among the workers of the institution.  Handles matters directly related to the level of privileges.
Provide support to the company and department as being a strong, dependable team member.  To utilize my administrative, interpersonal, customer service and multi-tasking skills. Positive and hard worker, with team building and planning abilities. Additional knowledge/skill areas include:
	 Exceptional Oral & Written Communications Skills
	     Effective customer service and organizational skills
	     Adaptable to all situations 

	   Receiver of Mail, Documents, & Handling Sensitive Matters
	    Effective Communicator and a Dependable Worker
	     Ability to work independently and  prioritize tasks 

	 Experienced with Secretarial based functions
	     Excellent Data Entry and ability to multi-task 
	     Proficient in Microsoft Office applications

	
	
	

	
	
	

	
	
	


Professional Experience

Colorado Department of Labor and Employment Denver, CO
            Temporary Assistant                                                                             2010-2011   
· Using the Colorado Financial Reporting System (COFRS).
· Verify payments in COFRS and post weekly in spreadsheets.  
· Assist with month end balancing. 
· Enter data from unemployment checks daily into the Colorado Unemployment Benefit System (CUBS).
· Financial reconciling of grant contracts.
· Administrative duties: filing, copying, making labels and reorganizing files.
· Managing and maintaining all contract files verifying the continuity and insuring they are current and up to date.

Pumpco Parts LLC. – Denver, CO 
            Receptionist                                                                                             2009-2010 
· QuickBooks- Input Accounts Receivable and Payable, tracking and balancing for the company. 
· Answered multi-line phone system-transferred calls to correct department, assisted customers with questions.
· Prepared and mailed out checks to vendors and monthly invoices to customers.
· Assisted with travel arrangements.
· Daily clerical functions: prepared file folders and labels, filed, faxed, arranged monthly bills in an appropriate order.

	
	
Pumpco Inc. - Denver, CO 
            Administrative Assistant                                                                        2004-2009
· Administrative duties: answered, screened and directed phone calls to correct department, faxed filed, copied, sorted and distributed mail.
· Created Excel spreadsheets, kept track of data on a daily, weekly and monthly basis.
· Typed letters, memos and any correspondence for company.
·  Assisted in the completion of employee files to assure they were DOT (Department of Transportation) compliant.
· Implemented and kept track of employee drug testing on a monthly basis. 
· Performed all travel arrangements for supervisors and employees.
· Professional Assistant to owner, ability to work in high stress environment.
· Representative to the company regarding personal issues to include unemployment, benefits and screenings.
· Coordinate the necessary actions to ensure timely resolution of issues.

Healthcare Revenue - Denver, CO 
      Administrative/Account Representative                      1996-2003                                                                   
· Administrative duties: Answered incoming calls directed to correct department, sorted and distributed mail, typed and mailed out letters, faxed documents.
· Compiled and verified accuracy of referrals, then data entered 50-100 referrals daily.
· Screened and assisted patients with Medicaid eligibility to assist with payment of hospital bills.
· Assisted supervisor when absent and stepped in as Team Leader.
· Follow up phone calls to patient and Human Services regarding status of Medicaid.
· Ability to work with confidential information.
· Improved employee capabilities by establishing positive, proactive example for employees to follow.
· Prepared, organized and filed medical records daily.
· Played a key role in increasing good customer service.

Rocky Mountain Bank Card System - Denver, CO 
              Customer Service Representative                                                           1995-1996
· Answered numerous incoming calls and assisted customers with various issues.
· Navigated customers to appropriate colleagues.
· Resolved problems for customers relating to issues with their bankcards.
· Maintained client relationship, this resulted in high levels of customer satisfaction. 


	
	Education

Certificate in Medical Clerical,  2004-2005
Community College of Denver,  Denver, CO

Certificate in Data Entry/Word Processing/Administrative, 1988-1989
Platte College,  Aurora, Co


	
	

	
	



