COLLEEN A. KAY 

E-Mail: Colleenakay@aol.com 
2916 S. Sidney Court
Denver CO 80231
Cell: 303-564-6679

PROFESSIONAL OBJECTIVE

To obtain a position that will capitalize on my Administrative and Organizational abilities as well as on my interests and expertise in the following areas:
· Criminal Justice 
· Investigative Management
· Forensic Accounting Functions 

QUALIFICATIONS

More than 15 years of Executive/Administrative Office Management Experience providing competent executive support, financial administration, client liaison activities, household management and concierge duties, and expertise in the following areas of responsibility:

Executive Office Administration:

· Executive Schedule and Calendar Management; Appointment Scheduling
· Managing Financial Records and Preparing Reports and Evaluations
· Client Interaction and Reception Duties; Meeting Logs and Site Coordination
· Arranging Travel and Accommodations as well as Airport Meet and Greet
· Bookkeeping Duties to include: G/L, Bank Statement Reconciliation, A/R, A/P, Payroll

Courteous, Poised and Professional in all situations; possess an excellent sense of humor coupled with flexibility and the ability to anticipate and/or resolve problems or potentially sensitive situations; discreet and tactful; maintain confidentiality and privacy.

Articulate Writer (also creative writing and poetry) with excellent command of the English language; also possess a working knowledge of Spanish (Comprehension, Reading and Speaking). Extensive interaction with business clients, executives and management teams.

Computer Proficiency using PCs/Windows and Network stations, MS Office, QuickBooks, Quicken, vFlyer, M-Files, Google Calendar,  Internet Savvy, Blogging, Research, Bookkeeping, Marketing, Social Media, High Speed Internet Access. Familiar with all office equipment; maintenance and supply inventory management.


PROFESSIONAL EXPERIENCE

PRIVATE HOUSEHOLD - Denver, Colorado
Household Manager (2/1999 to 12/2008)
Acted as a Personal Assistant duties included organization of household, bill paying, expense management, tax prep, elder/child care, coordinating medical appointments, personal shopping and driving responsibilities. 

EVOLVING SYSTEMS INC. – Englewood, Colorado 
Executive Assistant (1999-2002) 
Worked directly for the CEO and provided administrative office support, executive calendar and schedule maintenance; database management; correspondence and report preparation; meetings, and travel coordination. This position was concurrent with the previous position.

OCEAN GROVE CAMP MEETING ASSOCIATION - Ocean Grove, New Jersey
Executive Assistant (1993 to 1998)
Liaison between the Town of Ocean Grove and the Township of Neptune. Responsible for monitoring Board of Architectural Review applications that maintained the Victorian and Historic Preservation aspects of both towns. Managed 100+ seasonal property rentals. Provided Public/Guest Relations for visitors at this seaside community. Coordinated all communications including conference calls, meetings with the press/local officials, press releases, mailings, and other special events for the President and Board of Trustees.

WICKS’N’STICKS - Eatontown, New Jersey
Manager (1988 to 1991)
Full P&L responsibility for daily operations, open and closing store; employee recruiting, hiring, training, scheduling and supervision; evaluations, terminations and promotions; all fiscal functions; merchandising, inventory purchasing and loss prevention.
INVESTICORP-Hackensack, New Jersey

Undercover Investigator-(1988)
Handled internal and undercover surveillance for a major retail client. Gained experience in procedures and techniques of surveillance for evidence collection utilized in courts. Prepared reports and supporting documentation of evidence obtained.

EDUCATION AND CONTINUING PROFESSIONAL DEVELOPMENT

THE METROPOLITAN STATE COLLEGE OF DENVER - Denver, Colorado
(2000-2001) (2003) Emphasis on Psychology/Criminal Justice

BROOKDALE COMMUNITY COLLEGE - Lincroft, New Jersey
Associate of Science Degree in Criminal Justice 1995
Associated School of Travel – Miami Beach, Florida
Certificate in Travel/Tourism February 1988

Completed Testing and Received Passing Scores on the Following:

∙Denver Animal Shelter-Animal Control Officer
·Aurora Police Department FrontLine Test
∙Denver Sheriff Department
∙FBI Battery Test

∙NJ Merit System Test

∙Law Enforcement Candidate Record (LECR)
Continuing Professional Development:
· Certificate of Completion Colorado Concealed Handgun Permit

· Certificate in Managing the Front Desk - Dealing with Security Issues
· Certificate in Victorian Architecture
· Completed Small Business Administration Program

Commissions & Affiliations:
∙Notary Public State of Colorado
∙National Notary Association

∙C.L.E.O.A. (Colorado Law Enforcement Officers Association, Arvada CO)
∙Certified in CPR/AED

∙Volunteer for Denver Animal Shelter
∙Volunteer for Animal Rescue of the Rockies

∙Volunteer for AnySoldier.com  
∙Volunteer for Eagle Scout Review Board, B.S.A.
∙Partner with B. And B. Investments – Real Estate Fix & Flip
