911 Cottonwood Ct.
Fort Lupton, CO 80621
303-710-9494 
Chrystal510@gmail.com
Chrystal wolery
	summary
	
	Dedicated and focused Administrative Assistant who excels at prioritizing, completing multiple tasks simultaneously and following through to achieve project goals. Seeking a role with responsibility and the opportunity for longevity.

	                  SKILLS
	
		· Professional and mature
	· Advanced MS Office Suite Knowledge

	· Spreadsheet management
	· 10-key by touch

	· Meticulous attention to detail
	· Resourceful

	· Self-directed
	· Dedicated team player

	· Strong interpersonal skills
	· Database management

	· AR/AP
	· Schedule Management

	· Mail management
	· Weekly payroll using ADP 

	· Self-starter
	· Reliable

	· Billing and coding
	· Friendly




	Work History
	
	processor, appleone/lender processing services, broomfield, co
September 2013 – November 2013
Contract position
Property administrator, Ball Aerospace, boulder, CO
March 2011 – September 2012
customer service representative, loyalty team, dish network, thornton, co
August 2010 – March 2011
compliance/office assistant, thistle community housing, boulder, co
April 2008 – October 2008
project assistant, guy’s floor service, denver, co
December 2004 – January 2008

	education
	
	Pueblo, red rocks, front range and aims community college
Majored in Business/Accounting
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