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Landon M Talbott
3500 Rockmont Dr. Unit 4208 │ Denver, CO 80202
(303) 356-9566 │ landon_888@yahoo.com

ADMINISTRATIVE ASSISTANT
Office Management | HR Assistance | Legal Clerk

Energetic and disciplined Administrative Assistant, serving as the backbone to the modern office space and maintaining organizational objectives. Skilled in personal, executive, and general office support, combining an expertise in legal terminology with multifaceted knowledge of office automation and strong customer service skills.  Collaborates with all members of the organization to streamline processes and achieve goals while remaining within budgetary constraints. Possesses an excellent work ethic, integrity, sense of responsibility and ambition with exceptional organizational and communication skills. Technical proficiency in MS Word, Outlook, PowerPoint, ASAP Web and Internet. 

	· Administrative Assistance
· Office Management
· Cash Handling
· Industry Networking
	· Customer Service/Receptionist
· Retail
· Budgeting/Cost Cutting
· Integrity-Based Selling
	· Human Resources Clerk
· Medical Front Office
· Sales Experience
· Cold-Calling Proficiency



Professional Experience
ROCKY MOUNTAIN ORTHODONTICS, Denver, CO                                                                  April 2014- present
Human Resources Assistant
· Employee orientations
· Data Entry
· Creating employee name badges
· HRIS
· Filing
· Warnings/Terminations
· Sorting and handing out employee paychecks and paystubs.
· Other HR duties as assigned
· Safety Committee Member
· 
HERTZ CORPORATION, Denver, CO	October 2011- February 2014
Gold Choice Customer Service Lead
· Provided expert-level customer service to valued Gold Members Accounts.
· Sales and customer service duties included upselling customers into larger vehicles, printing and voiding customer contracts, anticipating customer needs, and managing daily operations.
· Developed knowledge of ASAP Web.

JFK MEMORIAL HOSPITAL, Indio, CA	January 2008 - August 2011
Human Resources Assistant
· Served as the HR assistant, reviewing employee files, managing office operations, and acting as the first point of contact between employees and HR management. 
· Responded to employee inquiries, creating name badges, and performed data entry.
	
KMART, Burlington, IA	July 2004 - December 2007
Customer Service Associate
· Assisted customers with their shopping needs, operated cash register and managed layaway counter, processed refunds and returns, and assisted the stock room with inventory and stocking.
· Protected the Kmart brand by providing excellent customer service, patiently serving unhappy customers using a wealth of problem solving skills.
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Education & Credentials

General Studies, Arapahoe Community College, Littleton, CO			2013 - Present

General Studies, Southeastern Community College, Burlington, IA 		2005 - 2006







