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Profile

Diligent, detail-oriented Administrative Professional knowledgeable and proficient with all office functions, including a solid background in customer service. Excels at multi-tasking in a fast-paced environment, completing projects within time and budget constraints and adapting to all changes. Superior telephone and
computer skills with proficiency in MS Word, Excel, Outlook and PowerPoint.

Skill Highlights


Experience


Craters & Freighters Franchise Co. – Golden, CO



     June 2012 – Present


National Insurance Director
Manage corporate insurance policies for cargo, general liability, warehouse, professional packer’s liability, etc. Negotiate rates, terms, renewals and dividends for sixty five (65) franchise locations, assist franchise owners and customers in finding reputable surveyors/inspectors/repair companies/etc. Offer single-source reporting and updating on all claims by initiating all investigations and subrogations and working closely with the adjusters assigned to our account as well as consulting on all claims nationwide with the adjusters before any settlement is offered. Policy education and training, Certificate of Insurance requests, excess value shipment requests and approvals including submitting request for binders. Track all insured shipments and values by individual locations as well as on a national level. Efficiently and accurately invoice each location for a portion of the insurance premium as well as handle all collections, deposits and balancing of accounts (all accounting functions), for all insurance payments made by each location. Centrally handle all accounts payable and accounts receivables for insurance premiums. Successfully proven to lower the loss ratio by almost half and in turn, negotiated a dividend. Provide administrative support to Chief Executive Officer, Chief Operating Officer, Chief Business Development Officer and Vice President of Accounting and Administration as well as backup support for the Administrative Assistant, and entire office staff, when Administrative Assistant is out of the office or unavailable. 
International Monetary Systems – Westminster, CO


    September 2011 – May 2012


Trade Broker

Assist with managing and maintaining in excess of $4 million a year for the Colorado region of 
a Business-to-Business Trade Exchange while providing outstanding customer service on all levels of 
communication inside and outside the organization.  With a Colorado office client base of 600 plus businesses, my primary focus is monitoring and facilitating sales and purchase trade transactions for my personal base of approximately 260 clients.  Manage credit lines of over $1 million, handle all client complaints and disputes, broker monthly trade transactions in excess of $150,000, assist with organizing yearly Trade Show, maintain gift certificate inventory in excess of $50,000, collections and accounts receivables and all inside sales. Provide all administrative support to Senior Trade Broker and Regional Management.
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International Monetary Systems (IMS) – Westminster, CO

    July 2009 – September 2011


Administrative Broker


Make, receive and log quality calls on average of 1,200 per month.  Assist all clients with any needs, 

payments, scheduling, referrals, marketing and promoting while maintaining first point of contact with

clients and provide excellent customer service to increase sales potential.  Create member promotions

utilizing Constant Contact to promote members to increase sales and business to fellow members.


Facilitate smaller trade deals and complete support of Senior Trade Broker.


Wheat Ridge Animal Hospital – Wheat Ridge, CO


               July 2008 – July 2009


Customer Service Representative/Receptionist


Effectively answered multi-line phones, direct calls to appropriate personnel, accurately and
efficiently input charges into computer, finalize sales of services and products while triaging
emergencies and helping clients and patients.  Provided superior customer service with patients and 
incoming clients and maintain a professional demeanor during entire visit to ensure client satisfaction. 

City of Arvada – Arvada, CO




                  November 2004 – July 2009


Administrative Assistant (part-time)


Answered multiple phone lines, typed documents, drafted posters, flyers and brochures, managed the


Director and Manager's schedules and helped coordinate/plan public city events.  Organized

spreadsheets for event planning and volunteer information, developed volunteer manual, created


PowerPoint presentations for meetings.  Excelled in customer service to the public and internal

employees and volunteers.


IDEXX Laboratories – Broomfield, CO



           

   April 2007 – July 2008


Specimen Processor


Accurate alpha-numerical data entry to ensure proper tests and results, maintained and accomplished a 

proper turn-around time, personally created multiple spreadsheets to incorporate all necessary data, trained all 

personnel on use of such spreadsheets and maintained all employee's performance metrics for personal 

growths.

References


Available upon request.

Recommendation letter also available upon request.
•   Accurately type a minimum of


    75 WPM; 10,500KPH (10-key)


•   Problem resolution, critical�    thinking, self-starter, attention�    to detail


•   All Microsoft Office programs �    (Outlook, Word, Excel, �    PowerPoint, etc.)


•   Spreadsheet development





•   Excel in meeting deadlines


•   Multi-line phones – answering,�    transferring, making and�    receiving


•   Assisted in arranging travel�    accommodations for executives �    of company as well as clients�•   Account management and�    event planning








•   Internet research, computer �    troubleshooting, navigating,�    and electronic filing 


•   Enthusiastic, fast learner,�    high energy


•   Easily adapt to change and �    able to work with varying �    personalities











