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                 Firestone, CO 80504
Management Professional
Innovative, dependable and versatile Manager possessing over 20 years of work experience. Dedicated professional seeks a challenging role in management; with the ability to fully understand all facets, or steps, necessary to complete an assigned task. Excellent communicator with firm determination effective with colleagues, and clientele. 
Confident professional establishes rapport easily through exceptional interpersonal and active listening skills, and has the natural ability to learn and adapt to new policies, procedures and technology within a short time.  

Process Improvement & Execution

 Planning/ Administration Expert
Scheduling/ Workflow Management
Documentation & Compliance
 Outstanding Training Skills


Goal-Oriented Problem Solving Skills
Professional Experience
Atlandia Imports/Icelandic Design
                         



2005-2014
Manager Customer Service/Quality Control
Longmont, CO

· Successfully managed a customer base and staff of 5000+ for United States, Canada and Europe and acted as the Manager of Quality Control for the staff in United States.
· Oversaw all aspects of Customer Service including order entries, customer issues, returns, reorders, shipping management, quality inspection, reporting for all the above and customer history management.
· Acted as liaison to all corporate sales representatives and participated and planned for all company trade shows.
Concepts Direct, INC







2003-2004

Customer Service Representative

Longmont, CO

· Handled the knowledgebase for six different catalogs while working as a call center customer service representative, assisting clients with order and questions. 
· Managed orders via telephone and mail order as well as replacement telephone and mail order.

Gastroenterology of the Rockies





2000-2003
Medical Office Assistant
Longmont, CO
· Assisted physicians and nurse in a specialty care medical office with of 45K patients including 3 offices and 2 endoscopy suites. 

· Welcomes patients, assisted them in checking in and out of the office and handled their insurance questions, pre-certified patients to accept co pays and oversaw their schedules for various appointments including in house and hospital arrangements. 

HR Source, Inc.







1997-1999
Call Center Manager/Benefit Specialist
Denver, CO
· Worked in claims resolution, handling the files and cases for over 20K patients in the system; oversaw benefit plans, and facilitated the enrollment processing for over 80 plans including COBRA, HMO, PPO, POS, ,DMO, DPO, Vision, Short-term disability, Long-term disability, Life, FMLA, Flexible Spending accounts, 401(k), 403(b), and tax deferred annuity  plans.

Trans-Western Express, Ltd.






1994-1996
Claims Manager
Denver, CO
· Oversaw the execution of all accident claims including  handling the management and preparation of full accident files for each claim. 
· Ensured DOT safety regulation enforcement; provided analysis of total company accident and safety statistics and handled the employee discipline measures based on accident severity. 
King Soopers Corporate Office





1991-1994
Retail Operation Reports and
Statistical Analysis Coordinator
Denver, CO
· Quarterly budget forecasting for 69 stores including sales and payroll.

· Financial impact studies for competitor openings, new/remodeled sites.

· Compilation of total daily company business figures.

· Compilation of Store Labor Management Report.  All stores, all departments actual hours and salary used.
Unisys Corporation (Burroughs Corp.)





1986-1991
Corporate Senior Instructor
Oakbrook, IL

· Prepare and deliver training courses to military, commercial, federal and state organizations supporting four major hardware systems.  Design and develop courses and presales presentations.
· Served as System Administrator for Education Center, and system support for Education Center staff.
· Prepared and delivered Train the Trainer presentations at each product release.

· Produced quality courseware functioning as primary liaison to internal technical staff.

Education & Technical Skills
University of Wisconsin Stout, Menomonie, Wisconsin, 1978-1982

Bachelor of Science Degree in Retail Merchandising

Bachelor of Science Degree in Clothing, Textiles and Design

Technical skills: Microsoft Office Suite   Power Point  Navision Data Base  Net Suite Data Base  Medical Manager  Lotus  DAC  Twin  Adobe PageMaker  Corel Draw  Access 
References Gladly Provided Upon Request
