	Lynn Wright
llynn15@hotmail.com
303-465-6278



Summary of Qualifications
Administrative Professional with experience utilizing software, customer service, and resolving administrative issues / inquiries. Known by peers and management as detailed-oriented, organized and multitasking, willing to help wherever is needed to get the job done. 

Microsoft Word     Maximo     Quicken     Lotus Notes     Actuterm97     
Microsoft Excel     Ariba          Outlook     Shape

Rocky Mountain Ingredients                                                                              Golden, Co.
Administrative/Customer Service                                                     October   2012 – Present 
Responsible for providing administrative support to management.
· Customer service order entry  invoicing functions. 
· Alphabetical Filing.
· Accounts Payable.
· Maintain vendor files and update accounts payable records at the end of each month period.
· Scanning documents.
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Oneida Cold Storage                                                                                              Henderson, Co                                            Shipping & Receiving Clerk                                                             September 2011 – March 2012
Responsible for providing administrative support to shipping and receiving department.
· Receive process and file all shipments.
· Prepare shipping documents.
· Process purchase orders.
· Verify that the information in orders, bills, receipts, is complete and correct.
· Create shipping tags.
			         
Aerotek Staffing (Sandoz)                                                                                      Broomfield, Co                                                                                                                                                                                                                                                    
Administrative Assistant                                                                    January 2010 – February 2011 
Responsible for providing administrative support to maintenance department.
1.  Enter work orders requests in Maximo, print, and coordinate work with maintenance
 team. 
1.  Verify information on work orders for equipment and facilities maintenance group is 
 complete.
1.  Close work orders and maintain files of work orders in inspection ready condition.
Inventory Specialist
Responsible for providing inventory special orders and stock parts.
1.  Request special quote and lead times per vendor, enter in Ariba for purchasing.
1. Operated daily cycle count of stock parts, purchase, and receive in punch-out Ariba.
                                                                 
Andersen Windows	Aurora, Co
Administrative Specialist II                                                                  September 1999 – July 2009
Responsible for providing administrative support to distribution center.
  -    Created Bill of Ladings for corporate shipping orders to FedEx, UPS, and Roadway by using Outlook.
-     Set up, maintained, and updated electronic scorecard and spreadsheets for management by using PowerPoint.
-     Processed all payment requests and invoices as received. 
-     Answered phones, distributed mail, and maintained mailing list by using Excel.
-     Selected by management as (Employee of the Month) for going above and beyond expectations.

Inventory Specialist
Responsible for managing the online inventory system to support distribution center.
-    Conducted daily cycle counts, adjustments to inventory database to reflect actual counts.
-     Corresponded with corporate purchaser to order products as requested by warehouse employees.
-     Conducted annual physical inventory and entered data in database.


Production Assistant
Responsible for providing appropriate paperwork to production outlining customers’ product orders.
-     Generated and distributed paper work for shop production by using Excel
-     Set up and maintained truck run deliveries to customers.
-     Organized job site deliveries and fees.
-     Customer service all will call.


Education
Excel courses, Denver Co. 2002 
Inventory Training
Corporate Cross Training 
First Aid, certified
CDL (Commercial Driver’s License)
High School Diploma Lakewood High School

