Percy Bell
UNITED STATES ARMY VETERAN – HONORABLE DISCHARGE
9057 E. Mississippi Ave, 5-104 Denver, Colorado, 80247  858-353-8658  percybell.co@gmail.com

OBJECTIVE 

Seeking an administrative position where my skills can be useful.  
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EDUCATION AND CERTIFICATIONS


· Bachelors in Liberal Studies – Business Administration and Leadership, Columbia College (6/1995)

PROFESSIONAL EXPERIENCE 


Admissions Counselor	/ Ashford University / 2010 – 2012 

Responsibility 

· Recognized as a subject matter expert by several departments for skill set and technical competency
· Utilized company database and spreadsheets to track data; generate reports and manage paper flow, which allowed for exemplary customer service to internal and external customers 
· Instructed and demonstrated appropriate behaviors to clients and provided follow-up and constructive feedback
· Provided technical support and resource assistance to students that ensured efficient, accurate and effective implementation of all programs at the University Guided clients in the development of skills and strategies for dealing with their problems
· Utilized de-escalation, mediation, and negotiation techniques
· Maintained a student retention rate over 90 percent by providing exceptional technical support and resource assistance to students that ensured efficient, accurate and effective information for all programs offered at the University


Clinic Manager / Scripps Clinic / 2007 – 2009

Responsibility 

· Managed the planning and direct day-to-day operations for Scripps Ophthalmology Department, which included an optical retail store
· Responsible for the leadership of ten doctors and twenty-eight technicians, administrative employees and one registered nurse while working in a fast paced clinical environment
· Addressed and resolved customer service issues quickly, enabling staff to focus on immediate customer needs. 
· Responsible for all department budgets always meeting or exceeding expectations
· Commended by senior management team for leadership and management skills that enabled stores to consistently exceed plan during tenure.
· Noted by immediate supervisor for coaching skills resulting in high levels of clinical staff and doctor’s clinical performance. 
· Prepared short and long-term operational plans, based on the organization’s goals, objectives and vision.
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General Manager / Schwan’s Home / 2005-2007

· Responsibility 

· Off-site Human Resources Liaison 
· Direct oversight/responsibility for the sales and distribution of frozen food products for a home and business sales
·  delivery company
· Managed budgets and financial performance ensuring alignment with strategic requirements
· Managed staff issues, including staffing selection, goal setting, compensation planning and career development
· Utilized customer service metrics to identify opportunities for continuous improvement 
· Primary trainer for all Customer Service Managers responsible for maintaining  a system of routes
· Utilized professional communication skills in oral and written form (Microsoft Word) to all levels of management,   
    associates, and stakeholders
· Integrated and applied relevant business metrics, and reports that improved business measurement, performance, and results 
· 
· Accomplishments 

· Assisted with budget forecasting for $10M operation and preparing profit/loss reviews
· Successfully managed customer relations resulting in a 20% increase region customer satisfaction  
· Streamlined depot operations for maximum productivity by identifying opportunities, developing, and
executing improvement plans 

Strategic Operations Leader / First Sergeant – Fitzsimmons Army Medical Center / 1991-1997


· Responsibility 

· Managed the closure and activities for five Army Medical Companies at Fitzsimmons Army Medical Center
· Expertise in training, mentoring, motivating, and leading cross-functional teams
· Maintained database for over 220 personnel attending various academic medical programs
· Military liaison and subject matter expert on training and development
· Collected mission critical data and interpreted for operations 
· Managed and successfully trained 2000+ soldiers for military transition 
· Developed and maintained training standards for maximum outcome
· Provided punctual results utilizing synergy techniques within a diverse team 
· Promoted a team-based work environment that respects, embraces, and values diversity
· Proactively planned for and managed roles, assignments, and developmental opportunities in ways that maximize                                                                                                                                
· short and long term individual and military development, engagement, and performance goals

TECHNICAL SKILLS

CRM, REAP (Database), Kronos, Sabre Reservation software and Patient Databases
Microsoft Excel, Word, Access, and Outlook


