Travis Malone						       		
15350 E. Arizona Ave ● Aurora, CO 80017				                                            Phone:  (954) 675 5685
nevermindme313@gmail.com



PRESENTATION OF QUALIFICATION

Enthusiastic and productive employee of Liberty Mutual with over 3 years of office experience. My duties include handling incoming and outgoing mail for Liberty Mutual and Tiaa-Cref insurance through Pitney Bowes/Novitex Enterprise solutions.I am a skilled user in a variety of computer programs that include, Word, Excel, PowerPoint, Outlook and a multitude of others systems necessary for data entry and processing. I have the ability to deal with and meet deadlines on a consistent basis due to a high work load I am also a highly effective communicator using written, oral, and computer skills to communicate with co-workers and accomplish goals.

•	Pays great attention to detail
•	5+ years of customer service experience
•	Dependable team player
•	Fast learner
•	Analytical thinker


       Pitney Bowes/ Liberty Mutual Insurance –Centennial, CO

Mail Clerk/ Office Services						                                             Jan 2012 – Present 


· Maintain friendly relations with customers and clients 
· Worked in a team-oriented environment that required coordination and excellent communication skills
· In charge of mailroom operations that include delivering, sorting, sending and data entry
· Communicated daily with team members to facilitate problem solving and maintain clear channels of communication.
· Sent weekly and monthly reports to management
· Daily contact with claims and underwriting mail to assure that checks, policies, and claims matters are dealt with accordingly.
· Set up conference rooms for meetings for company employees


      Pitney Bowes/Tiaa-Cref  – Denver, CO

Mailroom								                                               April 2010 – Jan 2012


· Team member that when directed, handled incoming and outgoing mail for Tiaa-Cref in order to have it processed and delivered correctly for SLA promise 
· Used various tolls to ensure the correct delivery of checks for a variety of departments including wealth management and others 
· Implemented initiatives to help keep the work environment safe and clean
· Ensure that office supplies such as paper and toner are ordered and always stocked
· Worked in a team-oriented environment that required coordination and excellent communication skills

   Metro State University 2012-present
· Major in Marketing
      Roseville High School 2005-2007
•	Graduated with High School Diploma in 2007

PORTFOLIO

Special Olympics
· [bookmark: _GoBack]Interviewed wheelchair bound football organizer Angel Sosito and Coach Harland Matthews
· Created a video package for the event including B Roll and over the Shoulder Shots
· Created copy specifically for the web and print media
· Created write-ups for webpage of story event

Global Forum
· Participated in a mock United Nations Program representing the Government of France in several debates regarding global issues
· Produced realistic policies that could be implemented as possible solutions to over some of today’s most daunting global issues through formal and informal discussions

Arts Festival 2012
· Interviewed local artist Kelsey Smith
· Recorded B-Roll of her photographs and booth
· Explored the use of product placement in video


Anthropological Society
· Covered the events going on in the Archeological Society at Georgia Southern University
· Interviewed the Anthropology Club and created a website for the interview
· Interviewed the Associate Professor of the Anthropology Department Robert Shanafelt and created a website about his travels to Botswana









