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5260 West Geddes Avenue, Littleton, Colorado 80128
		(303) 973-8103 (Home) or (303) 808-7530 (Cell)    jvonhohe44@gmail.com
ADMINISTRATIVE ASSISTANT
Professional with over 9 years  experience in Administrative Assistant with strong organizational and analytical skills to support service delivery.   Highly competent in supporting multiple functions with an ability to recognize, anticipate and implement both customers and employers current and future needs.
· 
· Strong Organizational and Time Management 
· Excellent Written and Oral Communication 
· Experienced in Microsoft Office Suites, Outlook, Word, Excel, Several Corporate  Calendars
· Flexibility to meet priorities and deadlines

· Professionalism, Customer  Focused
· Strong Multi-Tasking Skills
· Trustworthy to hold business and customer information in Strict Confidentiality
· Experience in Mass Mailings


Corporate Receptionist		  	Trust Company of America	2008 – 2012
· Greets and directs corporate office callers by answering telephone calls from customers and determining  the  nature of the call and directing callers to the appropriate destination.
· Welcome visitors and employees by greeting them, answering and referring questions.
· Maintained a safe and clean reception area.  Tracked (Daily) Security Badges &  Report. 
· Completes special  assignments by stuffing and labeling envelopes, sorting, collating, data entry, etc.
· Sorts, Collects, and process daily mail, using a postage meter and the preparation of shipping  express mail packages.
· Ordered lost/misplaced security badges for employees,  office supplies, business cards and name plates.
· Assists in coding vendor invoices for processing.
· Performs well in a high demand, fast paced environment.
Customer Service Representative	Gemisys Financial Services	2000 – 2008
· Exceptional Customer Service, compassionate and empathic towards employer and cliental need. (Customer Service Representative for internal, incoming and outgoing calls.)
· Assisted Transfer Agent by Processing Confidential Client Information and insured that it met Compliance Regulations (Due Diligence), Reviewed and Set Up New Client Account Information, Limited Partnership Distributions, REIT Processing, Subscription Entry, Purchasing Investments, Balancing of Account, Processed Incoming Wires. 
· Coordinated Large Mailings for CST and Various Limited Partnership Distributions.
· Productively answered a high volume of investor calls regarding the activities of those Clients who held various partnerships within their portfolio.
· Maintained and updated Client Account Information to insure the proper delivery of various Quarterly Statement, Distribution Checks, Payment Advices, Broker Statements, Coordinated the Pricing for Printing, Coordinated the printing and ensured that materials were received to meet mailing deadline.  Printing of Materials for various, limited partnership prospectus, tax documentation and other various respective mailings.

Customer Service Representative	Telecommunications World, Inc.	
· Assisted Callers with ordering, purchasing and maintenance of new telephone systems.
· Found solutions for old clients who required discontinued parts, but were not ready to update telephone systems and equipment. 
· Worked with New and Existing Clients with Technical Support  on using  their telephone systems.
· Eliminated customer equipment issues by implementing tracking tools and follow thru on action items with regional sales representative.
· Researched past contracts and coordinated Customer Inquiries with Regional Sales Representative.
· Responsible for scheduling and confirming appointments to resolve issues with Regional Sales Personnel.
Sales Secretary/Greeter		Inverness Hotel & Golf Club	
· Established trust and maintained relationships with Management, Sales Personnel, and Clients.
· Maintained Several Calendars for Events (Current and Future Events) held within the Facility.
· Reviewed, prepared and revised Catering Contracts per Client Needs and Internal Sales Representatives.
· Answered and directed incoming phone calls to the appropriate personnel.
· Answered questions for prospective new clients.
· Maintained a proactive approach and professional attitude representing our Department and company.
· Responsible to Greet Clients and their Guests (Day of Event) to insure that they were satisfied with accommodations and made sure that their needs were met.
Secretary/Land Assistant		AEXCO Petroleum, Inc.		
· Worked closely with President, Land Manager and Foreman during daily operations. 
· Answered and screened phone calls and directed to the appropriate personnel.
· Typed and Prepared Outgoing Correspondence.
· Distributed Daily Mail.
· Re-organized and created a practical yet efficient file system.
· Increased efficiency by creating Automated System to Track and Meet Monthly Deadline for BLM  Payments 
Oil and Gas Lease Payments for Landowners.
· Reviewed, prepared and coded invoices for Processing Payment.
· Prepared and reviewed Account Receivable.
· Dealt with outside vendors for equipment maintenance.
· Purchased Office Supplies and office equipment.
·  Assisted with other office procedures when required.

