Christine Rose Billick
4700 East Mississippi Avenue, Apt C303, Denver, Colorado 80246
(720) 937 – 0154, cbillick421@gmail.com

OBJECTIVE
[bookmark: _GoBack]Seeking the Document Management Associate position with Corporate Management Group

EDUCATION
Regis University, Denver, CO
Master of Business Administration, with emphasis in Marketing, December 2007

University of Colorado, Boulder, CO 
Bachelor of Science in Business Administration, with emphasis in Human Resources Management, December 2001

PROFESSIONAL HISTORY

Document Management Associate                                                                            Oct 2014 – Jan 2015
Stivers Staffing Services                                                                                                             Denver, CO
Reviewed digitized mortgage documents for client of major banking organization.  Analyzed documents and put it into the client specified species 

Data Analyst                                                                                                                 Feb 2014 – Jul 2014
Robert Half Legal                              						                   Denver, CO
Conducted oil and gas research for client in the energy sector  

Associate                                                                                                                    Mar 2012 – Sep 2012
Express Employment Professionals						               Longmont, CO
Greeted applicants at the Department of Motor Vehicles; Processing Specialist for large university related non-profit organization  

Customer Service Specialist                                                                                     Feb 2010 – Dec 2010
Sounds True, Inc.                                                                                                                     Louisville, CO 
Engaged in full range of customer service responsibilities with an emphasis on technical issues

Administrative Professional                                                                                      Mar 2009 – Feb 2010
Bolder Staffing                                                                                                                             Boulder, CO 
Updated database of scientific instruments and facilities for research organization; Audited $2.5M of compound inventory for pharmaceutical firm

Administrative Professional                                                                                      Jun 2006 – Feb 2009
OfficeTeam                                                                     		                                            Boulder, CO
Analyzed surgeon consulting agreements to determine terms and conditions of commitment; Intercept survey taker at Denver International Airport to determine taxi cab passenger satisfaction  

Account Executive                                                                                                     Nov 2005 – May 2006
Boulder Weekly 		                     	                                                                      Boulder, CO
Consulted with large and small businesses to develop and implement advertising strategies and plans for successful print, digital, and insert promotions  

Bookkeeper/Office Manager                                                                                     May 2005 – Sep 2005
The Masonry Society 		                     	                                                                      Boulder, CO
Performed general office management, and bookkeeping functions

Coordinator – Operations Engineering                                                                    Sep 2002 – Dec 2004
Valleylab, Tyco Healthcare                                                               		                   Boulder, CO
Coordinated interdepartmental activities affecting the engineering function   

