Nichole Koehl
1159 Trapper Lane Pocono Summit PA 18346
PO Box 976 Pocono Summit  PA  18346
Home: 570-350-3945 - Cell: 570-350-3945 : nicholekoehl@gmail.com

Professional Summary

Experienced business manager with excellent client and employee management skills. Strong ability to multi-task and communicate effectively in a business environment. Productive and resourceful in achieving goals and desired outcome.


Core Qualifications

Computer Proficient				Customer Satisfaction
Proficiency in Multi-Tasking			Customer Service Relations
File/Records Maintenance			Professional Phone Skills
Book-Keeping					Professional Communication
Office Organization				Customer Account Maintenance
Fast/Efficient Learner				Management of Customer Accounts

Experience


Certified Tax Preparer

[bookmark: _GoBack]January 1, 2015 – April 15, 2015

· Liberty Tax – Mount Pocono, PA

Prepare Federal, State & Local returns for clients.  Use specialized software (Libtax) to process the client’s information and create the necessary tax forms for each client.  Answer phones, schedule appointments, answer tax questions specific to that client.  Process ammended returns for prior years and assist the office manager in various other duties including cleaning, double checking co-workers returns and common clerical duties.



Office/Accounts Manager

January 2, 2013 – Present

· Lasting Impressions Landscaping – Stroudsburg , PA

Create and implement daily and weekly schedules for multiple crews.  Oversee the progression of work throughout the day to ensure all crews are able to complete jobs given and shift employees around as needed to ensure it is all completed.  Input all daily billing of services rendered to customers and make sure all billing is completed in a timely and manner with no errors.  Answer all incoming calls from customers and answer questions as needed and any billing/customer service issues.  Created customer database spreadsheets to keep track of annual services by customer.  Created spreadsheets to track amounts of products used throughout the season to ensure the proper amount is ordered for the following season.  Work independently the majority of the time and interact with company owner as needed to ensure all jobs are completed properly.



Co-Owner/Manager

September 2001 to November 2012

· Funhouse Tattooing – Tannersville , PA

Co-owned and managed a busy tattoo/retail shop. I acted as administrative assistant to the owner as well as administrative assistant/customer service representative for 4 other full time artists. I took care of- answering and returning phone calls, scheduling and maintaining appointments, researching and computer preparation of artwork for the artists. For approximately 6 years I did all of the financial book keeping for each artist. For the entire time I have done the financial book keeping for the owner and myself. I solely took care of all the business accounts receivable and payable as well as the financial accounts for the business. To accomplish all of these duties I am proficient in the following software--Appointment Manager, Excel, Word, Powerpoint


Front Desk Assistant

May 2000 to September 2001

· M&M Prosthetics & Orthotics – East Stroudsburg , PA

When a patient entered the facility, I was the first person they encountered for their appointment or device. I assisted patients with their appointments, verified insurance coverage, filed insurance claims, answered phones, scheduled appointments, worked with the insurance companies to ensure a patients' claim was properly handled. In this position I used an office phone with multiple lines coming in, the scheduling software was a basic, data entry type system and the insurance claims were filed on manually written claim forms. Through this job, I earned an understanding of how most insurance companies pay claims and how the entire process works.


Coordinator

November 1996 to March 2000

· Tiffany & Company – Parsippany, NJ

I entered this job as a phone sales representative. I answered incoming calls from customers seeking to place catalog orders. I quickly learned all of the catalogs, item codes and familiarization of products to quickly and efficiently assist a customer in placing an order. Within the second year I was promoted to Coordinator. In this position I continued to take phone calls and assist customers as needed as well as additional duties which included the following--I created and maintained the work schedule for our department which included approximately thirty individuals; I had weekly reports to print, review and forward to management in regards to sales and call volume; I listened in on sales calls periodically and gave evaluations to the sales representative on how they can either work more efficiently or to commend them on how great they were doing; I received training classes on interviewing skills and had the opportunity to conduct several interviews and start the hiring process for sales representatives. In this position, I polished my skills of multi-tasking and learned how to properly work in a professional, office setting.







Education

Allen High School 1993
Allen, TX, USA
General Studies
High School Diploma
I graduated from High School with an advanced diploma.


Northampton Community College
Tannersville, PA, USA
Business Management
I completed one years worth of general studies.

University of Pheonix
Liberty Tax Program
Certified Tax Specialist Classes




References Available Upon Request
