Kyle B Cox 
1212 Osgood Rd. Colorado Springs, Colorado 80915

 719.201.2720       Kyle.B.Cox@outlook.com
Summary of Qualifications:

· Functions in a highly organized work environment, Ability to organize functions, meetings and  main several effective filing systems 

· Extensive Attention to detail, works on several annual company audits, driven to produce affective and accurate results 
· Highly Proficient in Microsoft Office Software Applications (Word, Excel, PowerPoint, Access, etc.)

Professional Experience:
Everest University Online
    






Colorado Springs, CO  
Student Services Coordinator   
                   



             November 2012 – Present 
· Provided student academic support as indicated by term and cumulative grade point average, course completion, and satisfactory academic progress. Guide each student’s individual learning process towards successful achievement of course goals and objectives.
· Moderated advising sessions setting expectations with students for achieving success in the online environment and discuss various skills topics such as time management, academic motivation, and writing and computer skills.
· Tracked grades and monitor online classes through eCollege to ascertain whether students are successfully completing assignments, and use this information to effectively coach students to support them in meeting and exceeding requirements for satisfactory academic progress
· Partnered with the students to create plans for completing weekly assignments and ensure students are working to achieve the goals outlined in the plan. 
Everest University Online
    






Colorado Springs, CO  
Student Services Administrative Assistant   
                   



October 2011 – November 2012  
· Accommodated a wide variety of typing assignments, including the notation of all department meetings 
·  Prepares notation, organization, and structure to various Student Services Employee Focus Groups, including continued to support to all focus groups; maintaining alignment, construction and troubleshooting services 
· Implemented a wide range of staff and/or operational support activities directly serving as a foundation of organization for Student Services Regional Management
· Served as a liaison with department staff and management on basic administrative and/or operational matters including the development and maintenance and regulation of current employee vacation request proceedings
· Aligned and organizes meetings and conferences, schedules appointments, and perform other duties related to maintaining schedules and calendars for both Student Services Regional Directors ; produces and maintains various expense reports; ensuring completion deadlines are achieved
U.S. Air Force Reserves- Department of Defense
 Peterson Air Force Base, CO
Human Resources Administrative Technician 
  August 2007– October 2011 
· Provided office automation and a variety of other support services, performed a wide variety of administrative duties in support of a Human Resources Office.
· Assisted in personnel-related matters, policies and procedures. Recognizes and understands real life events, understands member's needs and provides advice in order to deliver appropriate solutions unique of every member.
· Maintained and developed  employee relations spreadsheet, conducted and analyzed employee surveys and exit interviews prepares documents with complex formats, including newsletters, brochures, flyers, special reports, briefings, and manuals, using the advanced functions of word processing, desktop publishing and other software types.
· Produced and managed department’s process for on boarding new team members. This includes annotating training requirements, providing objectives and setting time tables. 
EDUCATION:

Colorado State University 
Colorado Springs, CO
Bachelors in Sociology     
Pike Peak Community College 
Colorado Springs, CO

Associates of Arts-Sociology
Pike Peak Community College 
Colorado Springs, CO

Associates of Applied Science-Computer Information Systems

