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Audra Wagner

	1269 Marion St #3, Denver, CO 80218(720-435-2729(Audrabalh@gmail.com 

	Audra Wagner

	Objective

	I am a hardworking and dedicated individual that takes responsibility and great pride in the work that I do.  I am always looking for new challenges and ways to improve my skills.  I am a quick study and a go getter.  I know that I would be a great addition to any company I worked for.

	Experience

	Sept 2011 – April 2012
	King Soopers City Market 
	Denver, CO

	Human Resource Specialist 

· Provided support to people seeking employment.

· Provided support to the Hiring Department including the Hiring Specialist and Recruiters.   

· Determined rehire eligibility.

· Administered pre-employment drug screenings.

· Assistant to the Events Coordinator for the annual Retiree/Awards Banquet.

	

	Jan – June 2011
	 New Dawn Memory Care
	Aurora, CO

	Administrative Assistant 

· Provided support to the Executive Director, Director of Health and Wellness and the Director of Community Relations as well as 40 -45 employees.

· Assisted with human resource duties. 

· Performed daily office duties.

· Created a monthly community newsletter.

	

	Feb 2008 – Sept 2008
	Team BTS 
	Fredrick, CO

	Office Manager

· Responsible for the daily running of the office.

· Client support which included trouble shooting e-mail and web site problems.

· Created Microsoft Office training manuals used to train the Frederick Firestone Fire Dept. and assisted in the training.

· In charge of marketing which included a monthly article on small business and computer tips.

	

	Sept. 2007 – Jan 2008
	Bureau of Indian Affairs
	Lakewood, CO

	Administrative Assistant

· Assistant to the Chief Administration Officer.

· Organized meetings.

· Keeping track of expense accounts and travel arrangements for the Geology Department.

· In charge of reception area.



	June 2002 – May 2007                   All Pro Installation                                       Thornton, CO

Administrative Assistant

· Provided administrative support in an office setting.

· Assisted in Human Resources.

· Performed full accounts payable/receivable.

· Provided customer support regarding questions and conflict resolution

· Customer service.

· Scheduling installations and routes

· Light bookkeeping using QuickBooks

Jan.1997 – July 2002                     Red Lobster                                                      Northglenn, CO        

Lead Bartender

· Trainer for new employees

· Customer Service

· Assisted in managerial duties

· Marketing

· Bartending/ food service

 

	Education

	Sept 2005 – May 2006
	Denver Career College
	Thornton, CO

	Medical Office Specialist

Jan 1996 – May 1999                          Metropolitan State College of Denver                          Denver, CO

Behavioral Sciences

· 1 year remaining



	References

	Greg Goetch    TeamBTS   303-6782927
Addie Vigil      All Pro Installation   303-287-8161

Barb Goetch      TeamBTS   303-678-2927

	


