                                                       Lisa Peck					                                        303-426-5115
lisapeck98@yahoo.com
________________________________________________________________________________________

Administration | Documentation | Customer Support | Systems Analysis | Training

SELECTED SKILL SUMMARY
· 
· Interpersonal/Vendor Communications
· Personnel training & Supervisory Skills
· Media/Presentation Equipment
· Multi-task Detail Orientation 
· Document Management/Organization
· Scheduling/Workflow Management
· Administration Project Management
· Project Development/Implementation


SUMMARY OF QUALIFICATIONS 
· Experience in using software applications to create original professional documents, presentations, and reports.
· Outstanding communication skills.
· Ability to coach, teach, and mentor people.
· Experience working in a variety of settings and with all levels personnel.
· Able to responsively interact with clientele and staff to understand and assist with their specific administrative needs.
· Skilled at database design and management.
· Excellent at problem solving and resolution with minimal supervision.

PROFESSIONAL EXPERIENCE
JEFFERSON COUNTY COMBINED COURTS                                                                9/2012 - present
Court Judicial Assistant  
Executive and administrative support for a large combined county and district court system. 
· Process bonds and issue warrants. 
· Generate and interpret reports. 
· Troubleshoot problems with document storage. 
· Work involves high level of detail with no margin for error. 
· Interaction with a large (100+) judicial, executive, and support staff.

REED GROUP, Westminster, Colorado				                                   1/2010-11/2011	         
Account Representative 	
· Contacted perspective clients, set appointments, and closed sales deals with over 50 different customers within a 20-state region. 
· Generated new business from referrals and previous satisfied customers. 
· Conducted webinar sales demonstrations daily including Q & A sessions
· Created quotes and contracts utilizing Sales Force software
· Trained end-users using WebEx.
· Provided sales presentations at trade shows nationwide.

GRAD IMAGES, Denver Area                                                                                               5/2009 - present
Photographer & Photographer’s assistant                                                                       Seasonal 
Work in high stress environment where multi-tasking, organization and flexibility are imperative.
· Responsible for coordination and setup of video and audio equipment.
· Trained and supervised photographer’s assistants.
Ensure smooth transition graduate photo line from pose to pose. 





SILVERPLUME/VERTAFORE					                                        3/2008-4/2009
Account Representative
· Contacted perspective clients, set appointments, conducted product demos, and closed sales deals. 
· Trained end-users via webinar session. 
· Generated quotes and sales contracts using CRM software. 
· Responsible for prospecting and landing largest recurring software product contract for the company.

iKNOWLEDGE SOLUTIONS, Denver, Colorado			                                          1/2006-3/2008	                           Account manager
· Contacted perspective clients, scheduled appointments, conducted product demos, and closed sales deals. 
· Trained engineers on company software system. 
· Generated quotes and sales contracts. 
· Maintained list of all customer accounts and contacted for renewal.
· Updated customer accounts in CRM system
Software support specialist
· Answered customer requests and diagnosed problems. 
· Assigned severities levels for IT issues. 
· Scheduled and conducted training sessions. 
· Created training materials using Word. 
· Software testing for new version releases and new website releases.
· Organized product launches, including planning and testing.
OFFICE TEAM/CORNICE, Longmont, Colorado		                                                      6/2005-12/2005                     Logistics
· Acted as a liaison between customers and shipping providers such as FedEx and UPS. 
· Kept track of inventory and customer orders. Conducted monthly reconciliation of inventory. 
· Scheduled and coordinated shipments from mainland China to Hong Kong.

KCG COMMUNICATIONS, Denver, Colorado  			                                          10/2003-2/2004
Trainer/Project Manager
· Managed new installations of telephone and voicemail systems. 
· Trained end-users and system administrators. Provided ongoing customer service and training.

EDUCATION AND TRAINING

Diploma, Southwest High School, Kansas City, Missouri 
General education and business courses, Longview Community College
Lee's Summit, Missouri
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