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Administrative Professional
Accomplished, multi-industry professional with a successful record of modifying and enhancing operational procedures in customer driven environments. Unique ability to evaluate, implement and train new strategies for growth and improved corporate operations in internal communications.

· Analytical

·  Communicator

·  Loyal

·  Conscientious


· Listener

·  Team Builder

·  Organized

·  Meeting Planner
Selected Career Highlights
· Successfully led team to land premium corporate donors for a high profile Evergreen golf event benefiting Arapahoe House. Delivered the donors on time and within the three months lead time provided.

· Successfully reversed historical track record of 90% failed Branch Audits by painstaking analysis of past reasons for failure, presented solutions to management, compiling a ‘how-to’ employee guide and implementing staff training. 
· Implemented a series of procedures and protocols within a large corporate setting that enhanced communications between work groups and clients and accelerated office workflow.
Professional Experience
Presto-X a Rentokil Company

Denver, CO



  2014-Current
Presto-X is the one of the US branches of Rentokil Pest Control, an international pest control corporation. Presto-X focuses on the commercial market with sister companies operating in the residential markets.
Administrative Assistant







  2014-Current

· Successfully implemented a number of procedures that improved branch function, corporate communication, and company to client correspondences. 

· Managed AP, AR and corporate reports resulting in the branch making budgets for sales processed and accounts with outstanding invoices (DSO).

· Coordinated with the District Manager and 15 technicians to complete work orders, jobs, fumigation, state, federal and client reporting orders while maintaining adequate work flow and answering up to 50 customer calls per day.

· Scheduled vendors and technicians to complete tasks on strict deadlines within safety and budgetary restrictions while maintaining all necessary documentation.
AVIS-BUDGET GROUP- 


DENVER, CO



                  2010-2013
Avis-Budget Group Denver is a corporate location of Avis-Budget Group International, a corporate car rental company at the head of brands including Go-Car, Avis Car Rental, Budget Car Rental, and Payless Car Rental.
Rental Sales Agent









   2010-2013
Responsible for assisting customers with their vehicle rental to ensure positive customer experience, while also promoting additional products and services to earn commissions and increase location sales numbers.
· Successfully maintained above average sales number for 14 months grossing over $75,000 per month in sales consistently with approximately $30,000 per month generated in auxiliary product sales.

· Trained three new hires in sales and operational procedures per year while maintaining sales goals and profits.

· Earned the corporate C.E.O. (Customer Experience Owner) award for superior customer service, there are only 24 awards given in the US and Canada annually.
Managerial Assistant








   2012-2013
Although not part of my responsibilities as a Rental Sales Agent, I volunteered to assist our operations managers with various tasks including reports, training, emergency response, and customer de-escalations.
· Assigned to review 9 months worth of corporate reports after repeated failed report audits with 90% failure rates

· Reviewed previous failed audits for criteria of failure gleaned from previous failed audit reports by checking up previous report and matching them with their audits.

· Created instruction guide with possible pitfalls for the management team and employees completing the reports

· Corrected and reviewed current reports to ensure compliance then presented the revised instructions and reports

· The next audit, after implementation, station scored 60% success versus 5% success from previous audits. 
AMERICAN RECREATION PRODUCTS 
BOULDER, CO



           2010
American Recreation Group is the parent company to Kelty Outdoor Apparel, Sierra Designs, Isis and Wenzel Tents. 
Call Center Customer Service Representative-Temp
Customer service based position that worked by phone to ensure company service and warranty standards were followed and customer retention ensured
· Handled warranties of products from start to finish including filing the warranty and customer follow up

· Collaborated, with my team of six, to develop strategies for handling warranty claims and any relating issues with customers for a recently acquired company

· Worked with EBA Software and Paymentec software for taking and tracking orders

 The MARKETING GROUP

GREENWOOD VILLAGE, CO 




2010
The Marketing Group was a direct business to business sales company that was a subsidiary of Cydcor, sold both T-Mobile and Quill office products in the Boulder, Denver, and Colorado Springs areas.
Direct Sales Representative
Maintained four territories spanning from Boulder to Pueblo, CO for two business to business sales (door-to-door) campaigns that focused on bringing services and businesses that are less well known or not as prevalent in an area to local small businesses
· Built a solid business network with local small business owners in the area

· Maintained a detailed client base and contact list along with order details for each client.

· Through my ethical business practices earned referrals from approximately 20% of my current clients thus securing four to six year contracts for T-Mobile and Quill
· After just four months with the company, I was able to leave them with many organizational tools, territory management tools, and “hot” leads.
ARAPAHOEHOUSE 



THORNTON, CO 

                           
2009
Arapahoe House is a local non-profit that caters to individuals with substance abuse problems and their families.
Events Intern- Volunteer
Responsible for assisting the Development team with event planning, coordination, and execution for various campaigns including planned giving, back to school initiatives, and operational expense funding events all within three months.
· Created print materials for a “call for donations” with all the organization's key information including event dates, mission statement, and links to more information.  

· Secured, verified, and packaged large ticket items such as a week in Napa Valley and a week in the Caribbean.
CHIPPEWA VALLEY SCHOOL PRESS ASSOCIATION CONFERENCE, EAU CLAIRE, WI
        
 2009
The CVSPA was hosted by the University of Wisconsin- Eau Claire for upperclass high school press staffers and their advisors for an eight hour event showcasing the UWEC's Communication and Journalism program and media contacts
Volunteer Coordinator – Volunteer and for School Credit
A student member of the student-faculty team responsible for coordinating team members, creating event planning guide, creating an emergency response packet, coordinating with school buildings, and ensuring visiting students had escorts to and from various workshops and forums.
· Worked with a team of faculty and students to plan and host an event for high school journalism students. 

· Took the lead for coordinating tours, educational forums, and emergency services coordination.

Education
UNIVERSITY of WISCONSIN, EAU CLAIRE
Eau Claire, WI


2005-2009

Bachelor of Arts: Organizational Communication 

Areas of Emphasis: Event/Meeting Planning, Cultural Studies, Global Studies, Research
Additional Courses and Academic Work
· HRIS Certification classes in progress

· Student/Faculty Research Project: Culture Talk: The Influence of Culture on Communication (2008-2009) with Dr. Judy Sims (UWEC) and Students Joseph Tierney, Nessa Severson, Anne Moser, and Pierce Koch. 
· Individual Research Project on Cross Culture Communications In Business 
