

RHONDA M. COLLINS
Cellular (720) 842-2888; Email RCollinsWork@yahoo.com

December 2014 – Current
All States Cremation – Assistant Funeral Director
· Meet with clients, plan funerals and cremations
· Prepare all legal documents in timely manner; death certificates, vital records
· Create, edit and post obituaries.
· Public and family communication, conflict resolution

January 2008 – November 2011
HOGAN LOVELLS, LLP – RECORDS COORDINATOR
· Manage Denver Records Department and oversee Boulder Records Department
· Train and develop Records Assistant, manage calendars, meeting, and special training events
· Electronic filing, onsite, offsite, PowerPoint financial expense reports, graphs, meeting minutes
· Communicate with assistants, paralegals, attorneys and other law firms to maintain satisfied employee and customer relations
· Purchase Orders, order and distribute office supplies, coordinate office maintenance needs 
· Distribute confidential documentation, maintain discretion and confidentiality in accordance with firm’s guidelines and policy

October 2006 - December 2007
ENBRIDGE, INC. – ADMINISTRATIVE ASSISTANT
· Assistant to Sr. Project Manager; office procedures, coordinate travel for PM and Engineers as needed, track employee travel expenses, reimbursements
· Coordinate weekly board meeting, meeting notes, distribute communication, coordinate staff and client luncheons, appreciation dinners 
· Manage office calendar, flow charts, graphs, PowerPoint presentations
· Record and file legal property documents, maintain confidential document distribution
· Manage incoming clients, screen calls and walk-ins, customer relations, mail merge, data entry, phone logs

November 2004 –August 2006
PACIFICARE OF COLORADO/SECURE HORIZONS – AUTHORIZATIONS COORDINATOR
· Research credential documentation, verify physicians , nurses and facilities credentialing status, communicate status, schedule re-credentialing, notify board members, coordinate meeting calendar, reach out to recruit credential candidates
· Maintain highest level of confidentiality and security per HIPPA and company policy 
· Write, edit, proof documents, multi-line phones, email, mail merges
· Authorize medication and medical benefits, maintain proper documentation of health management, provide phone assistance to expedite and improve customer service



November 2000 – October 2004
PLEASANT VALLEY STATE PRISON – ADMINISTRATIVE ASSISTANT
· Administrative Secretary to Supervisor of Vocational Instruction; coordinate staff travel arrangements as needed, track travel expense, reimbursements 
· Revamp file system, organize and file legal documents
· Coordinate weekly staff meetings, meeting minutes, distribution, phones, maintain staff calendars, purchase and distribute supply orders, track expenses
· Communicate with SVI and facility Instructors, interview inmate candidates for office assistant employment, train and supervise inmate staff according to safety guidelines and State policy while maintaining highest level of confidentiality and privacy

Education:	1981 – 1982 Trinity Bible College, Ellendale, ND: earned credits in Business Administration and Music
		1982 Northwestern High School: earned High School Degree
Experience:	Please consider my resume and application.  I am confident my professional work history and strong people skills give me the experience and knowledge to be a good fit for this position.  I am a team player with a positive attitude and welcome challenges and new work experiences.  

Employed twenty plus years in Administrative, customer-focused, management work environments, most recently hired as Records Assistant and promoted to Records Coordinator, participated in facilitating our DC office to establish a concise written job description ensuing future Records Assistants success in their position and to attainable promotion within the firm.  

My resume supports an established pattern of success and growth throughout my working career.  I possess the ability to work without direct supervision.  I have a strong work ethic, integrity, and have a solid sense of responsibility to my employer.  I am motivated by high-energy work environment and am effectively able to multiple-task.  I'm highly motivated to achieve work directives, skilled in customer service and conflict management.




REFERENCES:

Alice Portley  – (303) 521-6497 Cellular		
Position: Lead Referral Rep.
	Email: FayeNate@msn.com	

Jacqueline Lucero – (970) 324-5077 Cellular	
Position: Guest Specialist	
Email: crkjax@gmail.com 

Chuck Lake – (303) 888-6216
	Position: Lead Team Captain
	Email: CLake44@comcast.net

Andrea Vincent – (303) 596-5289 Work; (720) 335-9592 Cellular	
Position: Assistant Store Manager
	Email: Andria@HabitOutlet.org 

Dwight Ballard – (303) 596-5289 Work; (303) 668-3095 Cellular	
Position: Store Manager
Email: Dwight@HabitatOutlet.org
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