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	Administrative professional eager to leverage ten plus years of office management experience, financial services education and outstanding customer service skills. Highly organized, efficient and skilled in a variety of office support roles, including:
	Office Organization & Administration
Records & Database Management
General Bookkeeping (A/P & A/R) 
Telephone & Front Office Reception
	Spreadsheets & Reports
Scheduling & Calendaring
Employee Benefits Administration
Filing & Data Entry (50 WPM)


Experience
Green Apple Supply — Evergreen, CO —Office Manager for Non-Profit Online Store
Operations Director, 2011 to Present
Provide administrative and executive support within a busy non-profit online store start-up. Human resource management, accounts payable and accounts receivable maintenance, employee management, main customer service point of contact, prepare reports, spreadsheets and presentations; manage records; and administer website. 

Nick’s Pro Fitness — Evergreen, CO — Administrative Assistant
Administrative Assistant / Receptionist / Bookkeeper (AP/AR), 2009 – 2011
Handled temporary assignments for Office manager, sales, customer service, database management, receptionist duties; preparing reports, PR literature and customer service.

Fidelity Investments — Westlake, TX — Financial Representative, 2004 - 2009
Employee Benefits Specialist – Health & Insurance, 401(k), 403(b), Pension, HR and Payroll
Knowledge, training and experience in the following benefits practices; Defined Benefits, Defined Contributions, Human Resources, Payroll and Health and Insurance.
Education
Tarrant County College — Fort Worth, TX
Associates in Arts Degree – May 2003
Dean’s List December of 2002

University of North Texas – Denton, TX
Continuing Education

Licenses Held
Series 6 & 63 – Expired 2011

Grapevine High School – Grapevine, TX
High School Diploma
Colleyville Women’s Award in May 1999




