Ellen Louise Gibson

4203 Road K

Wiggins, CO 80654

970.483.5613
gibson80654@hotmail.com
        Education:


· Morgan Community College 
· Associates Degree Medical Administrative Assistant, May 2011
· Fort Lewis College

· Bachelor of Arts Business Administration, August 1979

· Los Alamos High School

· Diploma, June 1975
         Summary:

· Ability to multi task, answering phones, person to person customer service 
· Ability to learn quickly: with motor vehicle laws constantly changing had to learn within 
 few days what the new laws would require and how to set the hearings 
· Customer Service

Related Experience:


Administrative Assistant

· Answer phone calls all day long answering questions about driving records
· Receptionist when substituting front desk, checking in respondents, attorneys, and 
police officers and answering phones
· Keeping data on 3 x 5 card up to date with attorneys name, respondents name and date 
date of birth, date of hearing, case number, type of case heard, hearing officer name, 

attorney on appeal, date received request, date sent transcript, on appeal or not, and 

where sent.

· Keeping track of boxes of tapes and tapes being transcribed. Erasing tapes that are over

sixty days old
· Made copies of transcripts on appeal, sending certified copies to courts, and kept a 

copy for department use
· Rescheduled hearings according to police and attorney schedules with in the 60 day

       limit
· Set and rescheduled hearings on point, financial responsibility (fra), habitual offender, and extensions when requested by attorney or respondents
· Take any action necessary when second reschedule necessary
· Entered a note, case number in the scheduler system, and the paper file if one was 

available
· Analyzed driving record to determine if person was eligible for the interlock

device
· Determined if everything required for a hearing for interlock was met such as 

court documents showing everything was completed and tickets paid, all alcohol 

classes completed, and SR22 submitted with application for interlock
· Set hearing at the earliest possible date with attorney schedule and eligibility date.

· Typed letters when required such as tape erased past 60 days or bad, ineligible for 

interlock for various reasons, and requesting decisions for courts
· Give written and eye exams, verified no hearing problems
· Type drivers license on type writer or on computer
· Take right index finger print and pictures of customers
Warehouse

· Receiving-separating different lenses or products

· Order pulling-finding lenses or paint products to send to stores or doctors

· Shipping-packaging products to send to doctors and patients, or stacking on

pallets for the paint stores

· Changed computer counts on invoices and entering products received into the 

computer

Retail

· Cashiering-counting drawer at end of day, scanning products customer buy,

counting cash or receiving credit cards or checks for products purchased, and
bagging products
· Stocked shelves, straightening shelves, reading bar codes and tags to make sure

products are where they are supposed to be
· Set up displays and corner shelves with featured products
· Changed prices according to corporate dictates
· Maintained inventory-counting all products in store
· Seated people at proper tables for number of people
· Set reservations
· Managed 6 people when manager was not there
Skills:


Order Pulling


UPS Shipping Program
10 key by Touch

Receiving


Computer Friendly

Type 50-60wpm

Shipping


MS Excel


Scheduling

Cherry Pickers


MS Word


Training

Fork Lifts


MS Access


Administration

Pallet Jacks


Quicken


Multi line Phones
Work History:

Sept 06-Present

Wiggins Supers



Cashier
Oct 97-Present


Rex Gibson Construction


Bookkeeper

May 2004-June 2005

Wal Mart




Sales Associate

Aug 2001-Sept 2003

Contact Optical Center, Inc.


Warehouse

Aug 1998-Dec 2000

Wiggins School District


Bus Driver

Oct 1989-May 1998

State of Col Dep. Of Rev Hearing Section
Administrative Assistant II

July1989-Aug 1989

Lil T Store




Clerk

Sept 1985-Oct 1988

State of Col Dept of Rev Drivers License
Administrative Clerk/Typist

Aug 1981-Aug 1984

Kwal Paints, Inc. 



Acc. Rec. Clerk/Warehouse

