KARLENE E. HIRTH
Lakewood, Colorado 80215
720 366 5068
karleneh1968@hotmail.com

PROFILE

· Customer Service oriented with the ability to develop professional relationships with customers, vendors and staff members
· Effective in resolving customer conflicts and have the ability to problem solve independently. 
· Solid knowledge of office administration and office operations. 
· Capable of completing multiple projects accurately to meet deadlines.


PROFESSIONAL SKILLS 
	MS Word
	Internet
	Payroll

	Excel
	Customer Service
	Purchasing

	Outlook
	Multi Line Phones
	Shipping and Receiving

	Power Point
	Dispatch
	Data Base Maintenance

	QuickBooks
Notary Public
	Invoicing
	Scanning and Archiving files




PROFESSIONAL EXPERIENCE

METRO WEST HOUSING SOLUTIONS – Lakewood, CO 
                                                      Business Support Specialist
					2013 to Present
· Accurately post client payments for reconciliation for Accounting Department
· Provided suburb office support for over 60 staff members                                            Numerous office administration tasks while simultaneously working on special projects
· Provided a variety of resources for section 8 clients and non-clients


WALKER & ASSOCIATES – Denver, CO      						     
Administrative Assistant
  Floater/Customer Service Representative   
    2011 to 2013  
· Basic Administrative Tasks for Owner, V.P.s, and all Corporate Office Personnel
· Coverage for multiple departments
· Reception and Customer Service both on phone and in person
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HDTV– Wheat Ridge, CO
Administrative Assistant/Customer Service Representative
 2008 to 2009
· Processed sales leads effectively
· In a timely manner scheduled equipment install with customer and dispatched work order to technician
· Efficiently  purchased proper equipment from vendor for installation
· Follow up with customer to ensure satisfaction of product and installation 


PREMIER STEEL BUILDING, INC – Centennial, CO 
                                           Receptionist/Front Desk Coordinator	                                             2008 to 2008
· Provide viable leads to sales team consisting of more than 50 sales associates
· Effectively maintain office supplies for entire organization
· Successfully utilized shipping techniques to ensure proper mailing of time sensitive documents

ROCKY MOUNTAIN BATTERY – Denver, CO 		
                                                                                                                      Office Manager 
2007 to 2008
· Developed filing system and procedures for archiving files
· Accurately recorded service technicians time for both payroll and customer billing
· Generated large revenue for organization  by processing sales and parts orders

GENERAL STEEL CORPORATION – Lakewood, CO			
Receptionist/Help Desk Coordinator  
				2006 to 2007
· Created, scheduled, followed up on all Help Desk work orders placed for over 100 staff members
· Customer Service and  conflict resolution
· Peer training for Help Desk Coordinator, Receptionist, and Customer Service positions
· Phone reception for high volume of calls

NORTH STAR DIGITAL IMAGING – Wheat Ridge, CO  
Receptionist/Dispatcher	
		2006 to 2006
· Effectively diagnosed customer complaints and dispatched service technician 
· Demonstrated all aspects of office administration





