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Qualifications Summary:


· Customer Service
· Marketing
· Management 
· Office Manager	         						                                         	                                 				
· Notary
· MS Office – Word, Excel, PowerPoint, Access, Outlook
·  Data Processing (59wpm 2% error)


Professional Experience: 
Enrollment Manager / Financial Aid Officer, The Rolf Institute (Mar 2008 – Feb 2015)
Promoted to Enrollment Manager based on customer service and teamwork abilities
Counseled students about classes as well as financial aid questions
Handled all aspects of financial aid						                               
Financial Aid reporting to the Federal Government as well as in house, filing, customer service,
Monthly Board Reports, Notary

Temporary Staff, Aegis Staffing, (Oct 2007 – Feb. 2008)
Worked a temporary assignment at TransFirst credit card Company calling accounts to verify merchandise ordered
Basic customer service, some reports

Mortgage Administrative Assistant, Elevations Credit Union (Sept. 2003 – Aug. 2007)	
Received thank you letters from clients based on customer service and detail orientation			     
Assisted members with mortgage questions about payments and insurance on their 1st mortgages
Maintained and filed all confidential mortgage records and documents
Balanced daily transactions for the department ensuring accuracy of all cash and checks
Ordered all supplies needed for the department as well as Notary duties
					
Disbursement Department, Spherion / IBM (June 2003 – Aug. 2003)                                                                                                               
Verified prepaid invoices for shipments received by vendor by telephone
Verified billing codes for proper payment by telephone

Human Resources / Training Dept., Hunter Douglas (April 1997 – May 2003)			                                                                       
Coordinated enrollment for all employees training on site and off site, Maintained excel and ABRA database for all employees utilizing financial aid, daily reporting from the database, coordinated 
Edited / Proofed campus televised articles on HR related information
Coordinated on site Education Fair for the entire company
Ordered all supplies for Human Resource department

Education:
Regis University, Denver, CO
Bachelor of Science, Applied Psychology May 2008, Graduated Cum Laude

Technical Skills:
· Numeric and Alpha Numeric Data Entry (7892 kph 1%)
· Lotus System / in house database
· PBX phone system
