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Business Professional
Denver, CO
• A highly motivated and organized professional with office experience and a Bachelor's Degree in Business Management. 
 
Skills & Attributes 
• Customer Service 
• Relationship Building 
• Multitasking 
• Communication 
• Microsoft Office Suite
Work Experience
Manufacturing Associate
DENY Designs 
-
 
Denver, CO
April 2015 to Present
Responsibilities 
Ensure all custom orders are completed within the allotted time. Operate various machinery to produce products.
Financial Coordinator
Chmura Orthodontics 
-
 
Marshall, MI
December 2014 to February 2015
Responsibilities 
Accurately process all Account Receivable; Negotiate contracts; Perform collections process on all past due accounts; Accurately End of Day accounting process and End of Month process; Schedule appointments  
 
Accomplishments 
Through a revised collection process I decreased the total amount of past due accounts. 
 
Skills Used 
Organization, Customer Service, Communication, Mathematical Accuracy.
Human Resources Assistant
Oaklawn Hospital 
-
 
Marshall, MI
November 2012 to July 2014
Order supplies; Compensation analysis; Assist with recruiting and hiring process; Answer/route calls; Meeting preparation; Data entry.
Assistant Technician
Modernistic 
-
 
Kalamazoo, MI
September 2012 to November 2012
Assist with various cleaning activities; Provide Quotes; Greet customers; Provide basic machine maintenance; Assist with daily book keeping.
Driver
Jimmy Johns Gourmet Sandwiches 
-
 
Kalamazoo, MI
May 2010 to September 2010
Patient Transport
Allegiance Health Systems 
-
 
Jackson, MI
March 2008 to July 2009
Education
Bachelors of Business Administration in Business Management
Western Michigan University - 
Kalamazoo, MI
2012
Skills
Customer Service 
Relationship Building 
Multi-Tasking 
Communication 
Accounts Receivable 
Microsoft Office

