Christie Briscoe

Castle Rock, Colorado  80104

720-675-6859       email:  rmpp2011@gmail.com
Employment History:
Priest Engineering, Centennial, CO
303-773-8773
11/2012 – 7/2014
· Client billing using Quickbooks

· Monitor collections activity and assist as needed to ensure maximum collections are achieved

· Renew as necessary Engineer's license in 43 states, including both Personal and Firm registrations

· Receptionist back-up
TMP Staffing, Castle Rock, CO
303-663-5500
4/2012 – 11/2012
· Temporary office assignments preforming receptionist and office assistant duties

· Typing, filing, Microsoft Word and Excel, Quickbooks
Creative Contractors Service/Allure Furnishings, Denver, CO            303-715-0301
11/2006 – 3/2012

Lay-off due to downsizing and economic considerations
· Heavy correspondence using mail merge to produce marketing correspondence

· Performed all administrative duties for owner and sales manager, including correspondence and telephone support

· Project management from obtaining leads through completion of project (Creative Contractors Service)

· Inside sales duties for both Creative Contractors and Allure Furnishings
ChrisBris, LLC, Castle Rock, CO     
720-328-2785
11/1997 – current
· My own business designing, manufacturing and marketing pre-owned clothing and hand crafted pet items

· Sell clothing, both gently loved and new, online through Ebay

· Designed, built and maintain website

· Market products on both Etsy and Ebay websites

· Manage inventory and ship items

Alpine Access – Denver, CO 
303-279-0585
9/2002 – 12/2005
· Work-at-home part time position answering incoming customer service and sales call for high profile clients

·  Clients Included:  Disney, Office Depot, Bare Minerals, Total Gym, 1-800-Flowers & more
· Provided training to new agents using  phone and on-line training programs
Skills:
· Strong administrative, receptionist, customer service, marketing, sales support and project management

· Ability to multi-task and work well under pressure

· Microsoft Office, including Word, Excel, PowerPoint, Access – plus Adobe Photoshop and Quickbooks

· Typing Speed 70+ wpm, strong data entry, 10-key by touch

· Online research plus website design, implementation and maintenance

· Training and seminar design, set-up, implementation and presentation
Education:
· Regis University, Denver, Colorado
Business Studies



· Idaho State University, Pocatello, Idaho
General Studies

· Designed, implemented and presented various sales and customer service training seminars


· Six Sigma (work flow and process improvement)  (extensive training and project participation)
