Carla A. Wolff 

Westminster, CO

(303) 565-7029 

carla.wolff@reagan.com
An Office Administrator/Secretarial position would utilize my organizational, verbal and written communication skills and resourcefulness. Analyzing and anticipating the needs of teammates, detailed record keeping/retrieval, creative problem solving and streamlining processes/procedures are also assets offered for this support role.  

Key strengths include: 
*Reliability *Organizational skills *Professionalism *Discretion/Confidentiality

Key skills include: 
*Extensive Outlook and Word skills *60 WPM *Working knowledge of Excel

National Western Stock Show (NWSS)




           


         2015 season

Security Detail:


*Monitored doorways and stairwell to ensure security of administrative offices 


*Provided event information and directions to guests of the NWSS 


*Featured on the National Western Livestock Exhibitors Website



http://www.nwsslivestock.com/blog/the-power-of-a-positive-word-and-an-open-door  

Urban Lending Solutions (Contracted with Bank of America)                          


4-2010 to 10-2014                                                                   

Loan Modification Underwriter: 


*Reviewed financial information and retrieved government documents (when applicable) for compliance


*Direct communication with B of A Customer Service Representatives regarding required/additional 
documentation

Centralized Escalations Team:


*Conducted research and provided resolution to Bank of America mortgage holders 



*Upon completion of the research, contacted the customer directly with resolution 

Inline Auditor:


*Copy and content editor for written correspondence 


*Reviewed letters for compliance with a 97.4% accuracy rate 


*Created and implemented checklists (distributed to co-workers when requested), for the accurate and 
thorough research of cases

Nordstrom at Flatiron Crossing

                                                       


8-2000 to 4-2010

Stock Team Lead/Inventory Control Technician:


*Maintained monthly schedules and conducted daily team meetings to ensure a balanced work load  


*Precise record keeping and attention to detail resulted in a decrease in shrinkage from 112K to 40.7K in 
a 6-month period


*Established a  team mission statement and department information manual 


*Acted as a liaison between the stock team, store manager and fellow employees

Loss Prevention Agent:


*Investigated fraud cases with partner agents 


*Utilized camera and floor surveillance in shoplifting investigation and apprehension with partner agents


*Assisted internal investigators to gather evidence regarding specific employees suspected of 
illegal/unethical behavior 


*Completed compliant and detailed police and fraud reports used in possible legal proceedings


Accolades: Support All-Star (twice),  Loss Prevention All-Star and Fabled Service Award  

Community Involvement: 




TRU Hospice Thrift Store-Visual Merchandising



Attention Homes-Fund Raising Committee


Bachelor of Arts (American History) University of Nevada, Las Vegas    


