	Objective Thinker

	Denver, CO USA
	Voicemail:  303.362.8425
	www.geocities.com/gpdenp

	Contact information available on website



Executive Assistance

Giving clients credibility in the eyes of executives by enabling them to present high quality products and resources.  Objective thinker with a reputation for information search, quality, and precision.  Enjoy collaborating with others to accomplish tasks.

Skills.  Unique at experimenting with new approaches after benchmarking resources and comparing results 
( excel at functioning as an information broker ( information management ( and computer proficiency with expert typing and 10-key pad by touch abilities.

Tools—computer software.  Proficiency: Microsoft (MS) Windows System Tools ( MS Office Excel 2000 Specialist, administered by Robert Half International, Inc. ( MS Project Manager ( MathSoft Mathcad 
( Omnicomp Faser ( FileNet Image Display ( MS Internet Explorer ( Symantec Nortan SystemWorks ( and PGP electronic mail encryption and authentication.  Familiarity: PeopleSoft PeopleTools and MS Access.  Interest: Can learn to use Apple Macintosh and Linux Linspire operating systems.
	2004
	Janus Capital Group assignment
Glendale, Colorado
Financial Services Representative
Processed up to approximately 190 investment transaction or modification requests per week at over 93% accuracy.  Developed seven-page transaction processing guide.

	2001 – 2003
	Chicago Title of Colorado assignment
Downtown Denver, Colorado
Residential property title and legal description data entry and filing system reorganization.

	1997 – 2001
	Qwest Wireless, L.L.C., and 
U S WEST Communications, Inc., assignments
Downtown Denver, Colorado
Finance and Administration Assistant ( Energy Utility Audit Clerk

	Management
	Employment, services, service directions, and resources.  Developed and compiled a 77-page document to enable the Finance manager to readily assign service tasks among staff, minimize process interruptions when a staff member is absent, and give decision-makers information to optimize productivity and profits.

Quality control.  Discovered Qwest Wireless Indirect Retail Database software internal computation errors that gave conflicting transaction entry, invoice preview, and aging report quantities.  Communicated errors to client and software developer to facilitate corrections.

	Accounts payable
	Processed purchase orders up to $16.1 million in warehouse materials per month.  Processed up to $12.2 million in vendor payments per month and arranged service changes or closures.

	Accounts receivable
	Processed and endorsed retailer receipts, employee communications reimbursements, and tower lease income receipts.  Processed up to about $1.3 million in about 400 checks per month.

	1995 - 
1996
	Technical Consultant
Phoenix, Arizona 
Provided organization and human resource development consulting firm resource planning facilitation, research, technical writing, professional development seminar presentation, and computer support.

	1988 – 1996
	USDA Natural Resources Conservation Service
Arizona, Nebraska, and Colorado
Planning Engineer ( Soil Mechanics Engineer Trainee ( Irrigation Engineer
Evaluated natural resource concerns by developing planning documents, reporting laboratory test results, and developing structure plan drawings.  Served as a project leader.  Developed user-friendly, interactive software programs and user manuals, two of which were distributed in field and area offices throughout Colorado.


Additional information.  Interests, referrals, contact, invitations, inquiries, resumes, qualifications, experience, certifications, education, accomplishments, and reviews available on request and online.







