Laura Olds

Aurora, Colorado

720-940-8504
lauraeolds@gmail.com

www.linkedin.com/in/lauraolds/
SKILLS SUMMARY:
· Exceptional public speaking and writing skills

−    Adept at finding and implementing cost-saving solutions

· QuickBooks and specialty software experience

−    Capable of rapid learning as well as teaching

· Skilled in developing and maintaining client relationships
−    Strong vision of the big picture as well as the bottom line

· Comfortable in leadership roles



−    Excellent time management skills and strong focus

· Effective at finding solutions to customer service issues               on project completion

RECENT EXPERIENCE:

Member Liaison, National Academy of Neuropsychology





2013 – present


Converted member tracking to Excel and expanded scope of criteria. Responsible for all member contact/customer service issues in non-profit with 3,000 members pertaining to educational offerings, publications mailings, etc.. Assist staff Meeting Planner with annual conference. Committee liaison, responsible for reporting and meeting scheduling. Extensive reporting and tracking of data. Researched & obtained bids for in-house communication and data systems.
Client Services Liaison, LCS Financial Services






2012





Communication and research for debt collectors negotiating various mortgage settlements including HAFA and standard short sales; report preparation; review and presentation of offers to lending clients; research regarding settlements, payments, authorizations, and other documentation. I was a key player in improving client relationships for the firm.



Real Estate Broker Associate/Freelancer







2011 – 2013

Included writing brochure copy; preparing CTM contracts, addendums, etc; preparation of brochures, postcards, and other marketing materials. Showing assistant and Buyer Agent duties. Chosen by Keller Williams to be in-house ambassador for new software. Providing customer service in the form of referrals, market reviews, and property research/review.

Billing Specialist, Global Collision








2010


Direct customer service, project billing, record-keeping of inventory and payroll information, bookkeeping,. When opening and setting up this new auto body shop office with supplies, equipment and systems, I evaluated and implemented a cost-saving in-house delivery solution which eliminated employees driving and hand-delivering reports. I was also asked to assist the Marketing Director with writing and submitting press releases, and recommending local advertising to produce results in the Parker area.

 Medical Administrative Assistant, Leonardi Executive Health Institute




2008-09


Direct customer service in a boutique-style medical office, billing, shipping, inventory tracking, travel planning, and packaging/dispensing medical supplies and pharmaceuticals. Travel planning included preparing materials and shipping to the destination, and putting together complete itineraries with maps, hotels and domestic flights, often with multiple destinations. My recommended changes in packaging and shipping reduced the office budget by approximately $500/month. 

EDUCATION:
My education includes a Certificate in Small Business Management from Penn Foster Career School. I completed real estate licensing education from Kaplan College and studied Journalism at the University of Northern Colorado.

LEADERSHIP/VOLUNTEER WORK:
Country music DJ and events emcee

Coached children in writing and public speaking for competition

Academic judge, UIL (University Inter-scholastic League, Texas) junior and senior high school writing/speaking

Served as media liaison for local Historical Society, writing and distributing press releases

One of the founding members of Academy Charter School in Castle Rock, served on the Parent Board of Directors

 - Served as media liaison during the school’s startup, and PTO Fundraising Chair

Grand jury member, Arapahoe County 2012

Freelance stringer (news reporter) for local newspaper, specializing in human interest stories

