Samantha Fortney 
2929 W 81st Ave unit A 

Westminster CO, 80030

720-382-9502

Sfortney@rgl.net 

Professional Experience 

Reed Group- Westminster, CO                                                        7/15/2008-Present 

Disability Specialist 

· I am responsible for daily case management. This includes phones inbound and outbound, speaking with the clients and providers, customer service and reviewing medical for my clients employee’s and advising to pay or not pay while a client is on a temporary leave from work. 
FMLA Specialist 
· In this role I was responsible for daily case management under FMLA state guide lines and rules. This includes phones inbound and outbound, speaking with the clients and providers, customer service and reviewing FMLA forms for employee leaves. 
Whatever It Takes Enterprises- Denver, CO                                   1/1/2006-7/12/2008

Administrative Assistant 

· Assistant to managers of marketing and advertising firm.

· Plan, coordinate and execute numerous types of meetings and events.

· Handle large volumes of communication through email, voicemail and incoming calls.

· Daily Office/managers schedules 

· Coordinate all management levels of meetings, conferences, domestic and international travel.

· Corporate travel plans.

· Traditional recruiting responsibilities. Sourcing and qualifying and scheduling potential candidates for the interviewing process. 

· Handling expense reports and financial reporting.
· Shipping, spreadsheets, faxes, forms, communications, reports, charts act. 

Spa Specialist – Thornton, CO                                                      2/5/2005- 12/10/2006

Receptionist 

· Customer Service through answering phones, taking and placing orders, handling customer complaints, emails, faxes, etc. 

· Book Keeping.

· Payroll.

· Sales report.

· High volume of computer work.

Skills

Computer: MS office , MS Word, MS Excel, MS PowerPoint, MS outlook, Windows (2000,XP) Internet explorer, Internet Recruiting Tools, Scanning and Digital photography.

Administrative: Support, Customer Service, Task Prioritization, Inventory, Control and Purchasing, Front Office.

Management/Supervision, Customer Service/Reception, Appointment Scheduling, light recruiting. 

   Professional and Personal references 

       Available upon request 

