Alisha Owens
720-550-0010                                           Denver, CO                          alishaowens73@yahoo.com
Profile
Highly organized Clerk/Receptionist with extensive experience in office support. A reputation for maintaining and processing client records, files, and documents in a highly organized, efficient, and precise manner. Known for exercising discretion and maintaining confidentiality.  Proven ability to thrive in a fast paced environment through advanced multi-tasking skills
Summary Of Qualifications
	Alpha/Numerical Filing
	HIPPA Policy
	Scheduling
	Communication Skills

	Administrative Policy 
	Data Entry
	Detailed-Oriented 
	Ten Key

	Customer Service
	Multi-Line Phone 
	Organized
	Time Management


Work Experience
Clerical Support
· Managed front-office, and  as front area operations for an airline, as well as a private Bail Bonds business, and Law office in order to organize all clerical, and customer functions
· Tracked court clients and potential workman’s comp clients in monthly database system. 
· Provided information for clients, lawyers, and court officials concerning individual case functions to increase awareness and decrease dissatisfaction among staff and other parties 
· Organized client records weekly
· Scheduled, and confirmed client consultations daily
· Provided oversight to evening maintenance crew to maintain sanitary conditions of the facility
· Organized, and adjusted all clerical functions pertaining to in, and out-bound airline flight schedules
Mentor/Co-Educator
· Implemented research-based curriculum to increase reading levels for students
· Created and facilitated weekly reading workshop to assist students and teachers 
· Instructed class of 13-20 students of differing educational levels, learning styles, and socio-economic backgrounds while short-staffed as a substitute teacher
· Sensitive to the needs of low-income families and students
· Established and enforced rules for classroom discipline according to  school guidelines
· Assessed behavioral needs of students and counseled to promoting mental stability
· Provided conflict resolution to troubled students for a productive learning environment
Work History  

 Mentor/Co-Educator     
  Cherry Creek Hope            Denver, CO         08/2009-08/2013

 Clerical Support
  Free Agent Bail Bonds       Denver, CO         05/2012-10/2012
 Ticket Agent 
  Great Lakes Airlines          Denver, CO        10/2009-04/2011
 Education 
Medical Clerical Certificate         Emily Griffith Technical College      Denver, CO           2014  


