Nichole Hedrick  (720) 252.7883 ~infiniteaspect@gmail.com


Administrative support professional offering versatile office skills with strong problem solving who readily adapts to change, works independently, and exceeds expectations. Able to focus on multiple priorities and meet tight deadlines without compromising quality. Seeking a position within a professional environment where mutual respect, teamwork, and positivity are fostered and encouraged.
Experience
Level 3 Communications,


Broomfield, CO


October 2013-July 2014
Operations Technical Associate
· Voice Solutions Team:  Assisted with deploying long-range telecommunication development plans in accordance with business strategy regarding Voice Solutions Team including order entry, configuring, validating, maintaining, and optimizing all telephone systems and services, Private Branch Exchange (PBX) communication systems, and video conferencing environments.
· Pushed vendor escalations to first level, driving Firm Order Commitment/Design Layout Record (FOC/DLR). 

· Customer Care Manager:  Monitored and identified capacity and performance issues for telecommunications traffic to ensure uninterrupted operation of telecommunications systems managing multiple orders for order validation.

· Managed and administrated telecommunications infrastructure with it’s associated software, including PBX call management systems, and interactive voice response, including video conferencing systems.
· Directory Services:  Performed troubleshooting and responded to end user support requests including Hot Cuts, and expedited related orders, including jeopardies. 3Help, LNP, and Customer Portal
· Navigated system quickly and efficiently with GIS, Port PS etc., to locate all pertinent order information and create, reset or complete task(s) using appropriate system to order flow process and task queue.

ESM~ Brandman University,


Westminster, CO


July 2012-August 2013

Full Admissions Administrator/Coordinator
· Exhibited strong communication skills assisting in launch of 200 education programs in 26 campuses remotely.
· Conducted interviews remotely with prospective students guiding them through the admissions process exceeding goals while effectively collaborating with team and account leadership.
· Demonstrated strong interpersonal customer service and communication ability while multi-tasking.
Denver School of Massage Therapy, 

Aurora CO


2008-2012


Career Services Administrator/Manager
· Coordinated with employees as liaison and subject matter expert while developing automated database and delivering a premium service to guide and assist the client in daily employment tracking
· Created electronic budget for flash drives approved for distribution within all SEG programs nationwide while maintaining student files with progressive initiative providing significant results 

· Exhibited versatile support roles while working directly with the state developing over 100 new accounts and uncovering opportunities for industry growth.  


Staples, 






Westminster, CO




2007-2008 



Customer Service Representative 

· Provided concentrated customer service for office supply store’s front desk 

· Precisely kept inventory and reconciliation while maintaining planograms and assisting print shop with expediting timely orders to client. 
Education

Graduate-NA Operations Academy Level 3 Communications


  2013


General-Oklahoma State University









1995-1996
Related Special Skills
	· Research, Event Planning, Recruiting, 

· Marketing, Data Entry, Processing

· Team Leader, SME

· Project Management, CRM

· Data Entry, Order Processing
· Mac OSX & Microsoft Office Suite
	· EON, Pipeline, Siebel, BPM IFO, OMC, GIS, Port PS,

· Switchboard phone systems

· SIP Experience:  Private Branch Exchange (PBX), Interactive Voice services

· Call management systems, Lync

· VPN/MPLS, ISDN, TDM/DAL, CBN



