Leah Chacon
6540 Osceola Street, Arvada, CO 80003 | Cell: (720) 298-2230 | lrc241985@gmail.com
_______________________________________________________________________________

Qualification Profile

· Strong four year background working with professors and faculty, assisting in daily duties, including clerical and administrative work.
· Outstanding written and oral communication skills.
· Confident and pleasurable personality; excellent interpersonal skills with the ability to work as a team as well as independently.
· Experience with Microsoft Office software that includes Excel, PowerPoint, Outlook, SharePoint and OneNote.
· Responsible for handling large quantities of cash and checks for different programs, purchasing items for projects; trusted impeccably with little or no direct supervision.
· Experience working in a professional and higher education settings, managing multiple calendars along with coordinating travel arrangements.
· Adept to seeing problematic situations to ensure increased work flow; Detail oriented, organizational and ability to multi-task.
· Great supervisory skills, called on by professor on many occasions to give objective opinion on different situations and supervision of a small groups.
· Accomplished, focused, attacks projects with a passion recent graduate in international business and minor in computer science, interested in business management and everyday duties that go with running a corporation.

Employment History

[bookmark: h.gjdgxs][bookmark: _GoBack]Temporary Front Office\ HR Assistant					          May 2014 – Jan 2015
University of Colorado, Aurora CO
· Front Office Assistant and main point of contact within the Dean’s Suite for visitors, faculty, staff and students.
· Provide assistance to faculty, staff and visitors that includes notification, answering or sending facsimiles and emails, directing guests to the appropriate staff as well keeping the senior leadership apprised of incoming guests and answering phones.  
· Managing all incoming and outgoing school mail; scheduling special pick-up, daily department delivery and the handling of sensitive and confidential material.
· Work with all levels of faculty, staff, and students, answering questions, assisting visitors with timely and accurate information, making copies, scanning, sending facsimiles and emails for the Dean’s leadership to faculty, staff and all affiliated parties.
· Managing school mail and correspondences; scheduling pick-ups, sorting, conducting daily deliveries to departments and assigned mailboxes. 
· Assist with coordinating events, scheduling rooms and catering for multiple events types; sending out staff notification for upcoming meetings or events, preparing and distributing flyers and other materials, plus take minutes when needed.
· Responsible for updating school directories and listservs, updating emails, phone numbers and fax information; research school databases in order to keep flow of information streamlined. 
· Maintain cleanliness of front office area and ensure that all areas are stocked with necessary supplies; responsible for ordering office supplies for the central administration and departments. 
· Experience with university systems that include Concur and marketplace; processing orders and travel reimbursements.
· Management of all assigned projects in a timely fashion with the ability to multitask at all levels. 

Data Analyst									          Feb 2014 - April 2014
IBM, Boulder CO
· Acquired data from primary and secondary sources. Researched databases/data systems to come to a conclusion.
· Answered phone calls, and responded to emails regarding product defect, lapse in warranty and questions while maintaining highest level of confidentiality.
· Worked closely with management to prioritize business and adapt to changes to make advanced decisions.
· Located and defined new process improvement opportunities to make work flow efficient. 

Licensed Health Insurance Agent 						           Oct 2013 - Nov 2013
Connextions, Centennial CO								
· Handled individual health insurance claims for current and potential insurance clients. 
· Responsible for ensuring that all client information was managed with the highest level of privacy and confidentiality. 
· Maintained consistent follow-up with senior managers to ensure that product information and presentations were up to date and replayed to our clients in a timely manner.
· Followed all policies and procedures regarding to HIPPA laws and regulations in relation to health insurance.
· Maintained a professional appearance at all times and greeted clients in a friendly manner while providing high quality customer service
· Answered phone call, received messages, and responded to emails regarding insurance meetings and questions.

Investment Advisor 								           Oct 2011 - Dec 2011
Financial Foundation Group Inc/FFG, Lone Tree CO
· Conducted daily function of the office and related ideas to strengthen financial base in quality circle type meetings.
· Responsible for the management and filing of Investment files and data.
· Ability to intuit clients’ direction of thought, to steer the flow of conversation back to original focus, which is to ensure the growth of the clients’ financial future. 
· Responsible for clients’ files, all financial data related it. 
· Provided sound judgment, to strengthen and revitalize financial gain. 
· Created a comfortable atmosphere that radiated confidence and allowed dialogue to flow freely.

Education

Bachelor of Science in Business Administration 
Regis University - Emphasis in International Business/ Minor in Computer Science - Graduated 2010
	
Professional Skills
· Directing peers to complete projects in a timely fashion.
· Managing and leading by example.
· Bringing original ideas to the table when necessary to complete projects. Ability to think outside of the box. 

Lifetime Accomplishments:
· Twelve day Religious pilgrimage to Israel 
· Educational Travel to Ireland with fellow students that incorporated 3 courses offered
