KATHY  (KAT )  BURNUM

OBJECTIVE

Accomplished, Self Motivated,  and Creative Professional interested in employment in Hospitality Services,  Customer Service Trainer position or General Office position.

EXPERIENCE



            2006 – 2014   GMC Engineering, Inc./GASS Construction Co., Inc.  Tustin, CA




Office Manager

· Performed all secretarial and clerical functions and assisted AP Department.

· Prepared bid spreadsheets, bid proposals, and DBE Good Faith documentation.

· Ordered Insurance and Bonds and prepared Contracts for signature and return. 

· Prepared Sub-Contracts, set up and maintained job files.

· Negotiated lease, equipment purchases, phone service and printer service.

2004 – 2006         Y-Debts / Fairhaven Law Group                            Santa Ana, CA

Client Relations Representative / Receptionist

· Called clients to monitor their progress in the program.

· Calmed clients by showing empathy and addressing their concerns.

· Maintained files and referred to negotiator if able to make settlement offer.

· Served as back-up receptionist for both companies when ever needed.

2000 – 2004         LA Fitness Corporate Office                                        Tustin, CA

EFT Specialist / Client Relations Representative

· Updated EFT billing information from client request report.

· Contacted clients to confirm EFT information if rejected.

· Responded to mail from clients, addressed their issues with managers.

1995 – 2002         Charter Communications                        
        Long Beach, CA

Administrative Assistant / Trainer /Channel Liason

· Assisted CS Manager with reports and presentations.

· Assisted Supervisory staff by helping CSR’s with questions when needed. 

· Handled special customers, and made management decisions when needed.

· Trained CSR’s in Customer Service Excellence and cable sales techniques.

· Assisted Channel Reps with CSR fun day events, and tracking for contests.

EDUCATION




1974 Graduate   Sylvan Hills High School                               North Little Rock, AR

· Award of Merit in English Literature

INTERESTS  




Hospitality Service,  Psychology,  Creative Writing

PRIOR EXPERIENCE




Four Years     Customer Service Representative              CVI Cable




Six Years        Office Manager 


                Sandi Lifson Promotion, Inc.




Two Years      CSR/Floater/Customer Service Trainer    DAK Industries

E-MAIL  WNDRKAT@GMAIL.COM
 13918 E.  MISSISSIPPI  AVE.,  # 104  •  AURORA,  CO  80012  •  PHONE  714-800-9467
