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Allison Duke Boruff	
2504 OVERLOOK CREEK WAY APT. 204, RALEIGH, NC 27612	
704.756.2463  ▪   allison.duke.boruff@gmail.com	


Experience

Account Services Specialist
·  ▪ Sept 2014 - Present 
Consolidated Assets Recovery System ▪ 701 Corporate Center Drive Suite 163, Raleigh, NC 27607
· Handle over 400 active cases until cases have been closed and assets have been returned to the appropriate Lender. 
· Manage document work flow related to recovering Lender’s assets.
· Accountable for protecting personal information, such as social security numbers and date of birth, from being seen by outside sources.
· Responsible for understanding and enforcing the contracts between CARS and the Agent so proper payments are made to the Agent.
· Help generate leads to recover assets, examples include: providing current/last known address of Lender’s asset to repossession Agent, potential list of phone numbers that help recovery process, including third party affiliates, and manage communication flow between the Lender and repossession Agent using IBEAM portal.
· Work primarily with repossession Agents to ensure updated information is in the portal and the Lender is aware of the status of the asset recovery process.
· Extensive use of phone to communicate with Agents and Lenders to direct and finalize asset recovery.
· Responsible for processing and reconciling invoices.
Marketing and Communications Intern
 ▪ Sept 2013 - Nov 2013 
Charlotte Mecklenburg Library ▪ 310 N. Tryon Street, Charlotte, NC 28202
· Monitored the Library's media monitoring database, Vocus, and compiled monthly reports. 
· Produced a variety of communication vehicles including press releases, summary reports, etc. 
· Promoted market and publicized the Library’s new brand and $200,000 grant received from PNC financial.
· Assisted communication staff with internal communications efforts where needed. 
· Helped plan and develop strategic messages for the Library, maintaining its core principles.
Campaign: More Than Just Mountains
· ▪ Aug 2013 - Dec 2013 
Michael Board, UNC Charlotte
· Worked with a team of four to create a PR campaign for a non-profit including: analysis of organization, objectives, goals, tactics, budget and timeline.
· Demonstrated good time management, multitasking different demands.
· Responded efficiently to emails and requests sent by the More Than Just Mountains contact.

Skills
· Reliable, positive attitude, team player, flexible and admirable work ethic.
· Computer skills: Windows Vista, PowerPoint, Microsoft Word, Excel and Outlook.

Education
University of North Carolina at Charlotte
May 2014 ▪ B.A. in Communication Studies, Public Relations sequence
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