Bernadine Gant

3614 Depew Street, Denver, CO 80212

303.856.4871

tberna_88@live.com


Profile

Administrative support professional offering versatile office management skills and proficiency in Microsoft Office programs.  Strong planner and problem solver, who readily adapts to change, works independently and exceeds expectations.  Able to juggle multiple priorities, and meet tight deadlines without compromising quality.

Professional Skills

Office Skills:
Office Management
  Spreadsheets/Reports

Front Desk Reception




Records Management
  Calendar/Scheduling

Supervision/Training




Customer Service
  Data Entry


Organization




Medical Billing

  Collections


Research 



Computer
MS Word

  MS Outlook


Skills:

MS Excel

  MS Access

Education


Community College of Denver – Denver, CO

· Health Information Specialist Certificate - 2000

Professional Development

· Microsoft Office Specialist - 2009

Employment History

Customer Advocate – Urban Lending Solutions


              11/2012 -6/2013 

Manage portfolio of consumer complaints forwarded by regulatory agencies.  Provide appropriate responses to consumer complaints within the parameters stipulated under federal guidelines.  Provide information to borrowers and regulatory agencies concerning all aspects of the mortgage note, including contract information and terms of financing.

DSCR, Customer Advocate – Excel Personnel Services


  10/2012 – 11/2012

Urban Lending Solutions

Manage portfolio of consumer complaints, forwarded by regulatory agencies. (Training period)

Administrative Assistant – Express Professionals, Denver CO 

        4/2012-8/2012

City of Thornton Code Compliance 

Research, update, open and close code violation cases and service requests in data base.  Schedule, cancel court hearings.   Write and process vehicle impound letters and research registration information.  Answer calls/complaints from city residents and provide them with general information.

Administrative Assistant III – Metropolitan State College of Denver  
      7/2011-12/2011

Provides administrative support to the School of Business Dean’s office.  Duties include: day-to-day functions of the office, assisting Dean and Associate Dean in managing office activities to ensure proper and timely completion of duties and responsibilities and all on-going and demand-based work requests.

Data Entry Specialist – Express Professionals, Denver CO

      12/2010-7/2011

Metropolitan State College of Denver

Data entry of curriculum Vita into an online portfolio management tool for Metropolitan State College Faculty of the School of Business.  Manage, update and enter information in Digital Measures, an online portfolio management tool for faculty.  Supervise, train and direct other temporary staff on the Digital Measures database system.

Administrative Assistant II – Express Professionals, Denver, CO

      4/2010-10/2010

State of Colorado, Department of Regulatory Agencies

Front desk reception, help all walk in customers while receiving and routing all incoming calls to the Division.  Enters all incoming fees and issue receipts for money received.  Retrieve daily mail open, date stamp and route to the appropriate staff.  Process license verification requests, returns phone calls and emails. 

Driver – MV Transportation, Denver, CO




      7/2009-3/2010

Transporting of passengers that are either senior citizens, or persons with disabilities.  Used on board computer system for mapping and checking passengers on and off vehicle.  Provided quick decision-making skills and excellent customer service to passengers.

Service Representative – TIAA-CREFF, Denver, CO


     7/2007-3/2009

Post incoming contributions from institutional clients whom are in the academic, medical, and research fields. Responsible for achievement in clients financial success, with a focus on long-term growth and retirement readiness.  Research all outstanding cash, process refunds and adjustments.  Assist plan administrator on all issues regarding contributions, enrollments and discrepancies in accounts.  Assist team manager on special projects.


