	
Computer Skills:
MS Word, Excel, PowerPoint, Outlook 2007, Windows XP/Vista
Continuing Education by taking additional online classes.


“Christine is a dependable worker and has proven to be an enormous help with varies aspects of the program. She is very conscientious of her work and pays attention to the smallest of details. It was a relief to know that I had someone dependable to meet deadlines while producing quality work”.
Letter of Recommendation,     Susan Peterson Instructor @ TCTC.org

“Christine is very versatile, flexible, and a capable employee, and has been used in many areas where she was able to assist. Consistently accomplishes more than expected. Christine has been awarded employee of the month 5 times in the past year”.
2008 Yearly Review,  Rubin & Raine           Paul Avalos

“Christine’s outstanding organizational skills allowed her to juggle several tasks. She is usually ahead of the managements requests. Christine has researched and presented several cost savings ideas for the Office in the past year, to include savings in postage, copier maintenance, office supplies”. 
2007-2008 Yearly Review, Rubin & Raine Paul Avalos          
 
	[bookmark: _GoBack]Christine Williams 
Denver, Colorado 80239  720-839-3697  chrwill38@yahoo.com
Targeting Administrative Assistant Opportunities

	
	Administrative professional eager to leverage 8 years of experience. Highly organized, efficient and skilled in a variety of office support tasks, including:

	Office Organization & Administration
Certified Customer Service
Telephone & Front Office Reception
Operate Mail & Office Equipment 
Payment Processing
	
	Spreadsheets & Reports
Scheduling & Event Planning
Research & Internet Skills
Purchasing & Inventory
Skip-tracing & Batching


Professional  Experience
Urban Home-steading and Gardener – Denver, CO – Sustainable Living.
Self-reliant Homesteader 2010 to present
            Raising Backyard Chickens, Goats, and Quails.
            Additionally care for Doves, Finches and generic House-pets.
            Daily feeding, cleaning and medical care provided.

Freelance Artist and Designer - Denver, CO – Entrepreneur Services.
Freelance Artist 2009 to present.
Draw designs, create and sell Jewelry. Provide Jewelry repair.
Draw designs to burn Wood, create Paintings using Acrylic & Pastels.
Design and create Bird-toys.

 Express PROS - Denver, CO — Professional Temporary Services.
Certified Customer Service /Leave Specialist, 2011 to 2011
Provided temporary administrative and clerical Assignment for Client.
Initiated new Disability, FMLA and Worker’s Compensation cases.
Processed packets, compliance, eligibility and non-eligibility denials and back to work fulfillment.

Rubin & Raine, LLC — Aurora, CO — Receivable Management Services.
Executive  Administrative Assistant, 2006 to 2009
Provide administrative and executive support to 3 Managers and Office Staff. 
Ordered all Office Supplies and Equipment, maintained Inventory.
Screened Employment Applications, set up Interviews, other HR duties as requested.

Cable One Inc. – Phoenix, AZ – Cable TV Provider.
Receptionist – Office Assistant 03/2005 to 11/2005
Sorted mail, operated mailroom equipment to send out mail.
Assisted administrative team, prepared standard letter’s for HR.
Maintained employee database and phone extension list.

Education & Achievements:
Tri County Technology Center – Bartlesville, Oklahoma. Graphic Communications. 
Program Highlights:

	
	Organizational Management
Business Communications
Leadership & Supervision
Project Management
	Public Relations
Office & Computer Systems
Process improvement
Interpersonal Relations


	
	Ludwig - Schwamb -High school – Mainz, Germany (Child of Military Parents)
High School Diploma, 1988.



