Rhonda Leutner						      			 
Cell (720) 204.0564                                                            			 
releutn@gmail.com

Profile

My professional career reflects more than 10 years of experience in customer service, administrative leadership, sales, human resource management, resource utilization, and organizational development in highly competitive and diligently structured institution. Excellent skills in assessing organizational challenges and creating solutions. A strategic thinker, problem solving, quick learner, passionate, contributing team player, and a true leader.

Experience
	
	
	


Human Resources Assistant (through AppleOne temp agency) – 
Naropa University, Boulder, Colorado 
January 2015 – March 2015
· Conducts reference checks for new hires
· Makes sure new hires have all paperwork in
· Data entry into excel on pay periods for employees and faculty
· Ensured security and confidentiality of employee information and records
· Answered phones and watching front desk
· Job positions uploaded onto website
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Administrative Assistant Data Information – 
Regis University, Denver, Colorado 
September 2005 – January 2014 
· Calibrate with IT Department and Clients on developing issues
· Primary contact for clients regarding Faculty Preferences
· Walk clients through online processes 
· Build and manage relationships with new clients locally, online world wide
· Professionally communicate with clients on their needs 
· Enforce policies and guidelines when needed
· Primary contact for Course Materials Management System (CMMS)
· Quick resolution on client issues 
· Supervise 8 work studies (includes hiring, distributing work and terminating)
· Help develop, teach, implement and maintain department processes
· Recruiting and screening Resumes before distributing to upper management
· Minute taking for the Academic Council Meetings 
· Participate with co-workers and their projects
· Run multiple reports when needed
· Plan and coordinate large events in a short time period
· Follow structured protocols when needed
· Supports all other duties as assigned by the Director 

Sales Assistant 
Force Electronics, Denver, Colorado
August 2003 – September 2005 
· Responsible for maintenance and upkeep of new client files
· Contact/check in with a minimum of 12 clients a week
· Helping sales make their weekly quotas with clients and the product
· Resolve client account issues in a timely manner
· Primary contact with assigned clients 
· Knowledge of various office equipment including printers, fax, etc.
· Responsible for the creation and distribution of Month End Reports in Excel
· Plan and coordinate corporate luncheons
· Answer and direct multiple phone lines




Summary of Qualifications

	Technical Qualifications:
 Microsoft Office
	
 Sitecore
	

	 Front Page
	 iSupport
	

	 Sharepoint
	 Basecamp
	

	 Colleague
	 HTML
	

	
	
	

	Other Proven Skills:
	
	

	 Quick Learner
	 Customer Service
	 Phone support

	 Strong Problem Solving
	 Attention to detail
	 Team Player



Education

University of Phoenix
	In process for a Bachelor of Science in Management

Regis University 
	Some classes toward a Bachelor’s Degree in Business Technology Management (BTM)
· Various Classes on Management in an IT Environment
· Communication in a Technological Environment

Front Range Community College		
	Computer Networking A+ Hardware Class

New Horizons Computer Training Center
	HTML Level 1	Access Level 1 & 2	FrontPage Level 1 & 2		
         	 




