Marian H. Fitzwater, CPS/CAP
 (719) 963-4102

m_fitz_99@yahoo.com

SUMMARY OF QUALIFICATIONS
· Experience equivalent to a Bachelors Degree

· Superior customer service
· Quickly and effectively solves client challenges
· Personable and diplomatic
· Self-motivated and confident when making independent decisions
· Committed to expanding technology knowledge
· Punctual, dependable and able to meet deadlines
· Excels at multi-tasking in a fast paced environment
· Adaptable Team Player recognized for willingness to learn
· Diversified work experience
· Top Secret clearance
MAJOR ACCOMPLISHMENTS
•  Reduced cost of company’s business travel by 50%
•  Created PowerPoint presentations outlining duties of Customer Support Position
•  Improved management of Visit Authorization Requests
•  Developed Receptionist’s Duties and Responsibilities Manual
SKILLS
Avaya - PBX System
GoldMine – Customer Relationship Management System
Internet Explorer

OmniRush Fax System
Microsoft Windows 7
MS Excel/Access/Word/Outlook

Multi-Tech Fax System

Typing – 60 wpm

Conflict Management Skills for Women Seminar – 2008
International Association of Administrative Professionals {IAAP}, Pikes Peak Chapter, 

     Recording Secretary 2010-2011
PROFESSIONAL EXPERIENCE
Corvirtus, LLC—Colorado Springs, CO





2009/2010
· Answered telephone/greeted clients/interacted with vendors
· Processed testing supply orders received via phone and fax
· Extracted, renamed and emailed compliance reports to clients
· Updated various client databases
· Compiled front desk office procedures
· Researched data on prospective clients
MARIAN H. FITZWATER

Office Team—Colorado Springs, CO





2009
Administrative Assistant
· Outgoing correspondence

· Reorganize company files

· Enter client’s information into database

· Answer phone/greeted clients in receptionist’s absence

Envoy Financial–Colorado Springs, CO





2004—2009
Administrative Assistant
· First point of contact for customer service

· Expertise in resolving escalated customer issues 

· Managed E-Filing and processing of financial paperwork 
· Prepared direct mailing of paperwork
· Secured return of client’s paperwork

· Dispatched completed paperwork to support companies

· Compiled client's financial data for account reviews
· Responded to email correspondence
· Scheduled appointments

· Compiled employees’ time card information consistently on-time

· Published daily announcements/weekly staff meeting minutes on the intranet
· Organized office activities
· Maintained inventory of office and kitchen supplies
Integral Systems, Inc.–Colorado Springs, CO
2003—2004
Administrative Assistant
· Initiated creation of dedicated hard drive allowing restricted access of sensitive files  
· Interacted with Office Manager/Facility Security Officer 
· Composed incoming/outgoing Visitor Authorization Requests 
· Maintained employee emergency contact rosters
· Dispatched overnight packets

· Supported conference functions
· Purchased office and break room supplies 

Add Staff, Inc.–Colorado Springs, CO





2003
Administrative Assistant–Peterson AFB, Bldg. 2
Verified visitor’s valid access to restricted areas; appointed escort to destination
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