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Objective
I have enjoyed a career in the direct service industry for over 20 years and have honed my skills in customer service through my experience as an admissions rep, mortgage company business owner, fire fighter/paramedic, flight attendant. I have worked within the limits of government regulations relating to FAA and DOT protocols, policies, and procedures. I have accumulated the necessary administrative skills to serve any industry, working within a variety of database applications and systems. As a co-business owner it was my responsibility to manage staff, accounts, inventories, and finances culminating in a very successful mortgage company. I have received numerous letters of commendation from employers.  I achieved and held state certifications in fire fighting and emergency medicine. Extensive volunteer work in many areas, including the American Red Cross during Hurricane Katrina.

Experience-

Corinthian Colleges - WyoTech Career College; Admissions Rep: July 2013 to Present

Fielding all in bound calls and maintaining outbound call levels to achieve enrollment through positive customer experience; building immediate rapport, answering product knowledge questions appropriately, career building, overcoming objections, and taking prospective student through enrollment process successfully. Maintained students through enrollment to start date. Very high proficiency in CampusVue system. Consistently held above average production. 

Maxx HD, Inc. - Monument, CO; Inside Sales Rep: December 2012 to April, 2013

Responsible for maintaining established accounts and meeting sales quotas, managed over 900 accounts, assisting customers in maintaining inventory through sales. Wrote invoices, proficient on ACT software,  Netsuites, and Microsoft office.
Royal Handicrafts, Inc. - Hayward, CA; Administrative Assistant: October, 2010 to October, 2011

Answered all incoming calls, worked directly with customers placing orders, successfully collected on outstanding debt for the company, attended trade shows. Assisted with correspondence for owner of company; assisting with translations and clarifications of contracts and international shipping procedures for large corporations. Continuously created a sales data base by contacting all customers, new and current. Generated sales and maintained an ongoing excellent customer service department.
Windsor at Meridian-652 Units, Englewood, CO; Executive Leasing Agent:  2008-2009

Achieved Top Regional Leaser with 50% closing ratio. Met or exceeded required 25% closing ratio each month.  Responsibilities included leasing of 652 luxury apartment homes using marketing strategies such as; The Out Reach Marketing Program and Preferred Employer Program along with follow up of internet leads, social media leads, and corporate housing department. Provided exemplary customer service to all current residents; work orders, lease renewals, concierge service.  Screening of all potential residents and lease preparation, walk-thru of newly leased apartments, and design of mini-models. 

Frontier Airlines, Denver, CO; Flight Attendant: 2004-2008

Responsible for safe flight of all passengers in cabin utilizing FAA regulations and Frontier Airlines policies and procedures. Provided legendary customer service.  Numerous letters of commendation from fellow crew members and passengers for excellent service during extreme times of stress while inflight. Selected as Recruiter for prospective flight attendants. Used computer applications of Flica and Navtech for monthly bidding process.
Forum Mortgage, Inc., Denver, CO; Executive Manager/Vice President: 1985-2004 

Co-owner of family owned mortgage company. Company employed up to 6 employees. Responsibilities included overseeing payroll, AP, AR, insurance, training, budgets and loan processing.  Worked proficiently in several computer programs; Micro Soft Office, Excel, Basis Point, Caylx, and QuickBooks. In 2000 I left the company and became a paid firefighter (see below). I remained as an officer of this company until 2004, at which time holding shares were sold.

Franktown Fire Protection District, Franktown, CO;  Administrative Assistant, Fire Fighter/EMT: 2000-2003

Worked with Special District Board of Directors in scheduling and planning of regular monthly meeting, preparation of agenda, assisted with budget preparation, typed minutes of monthly meeting. Scheduled use of meeting rooms for public education purposes and community forums.  Responsible for AR, AP associated with ambulance service provided by department. Assisted Chief with payroll and employee health insurance issues. Handled all incoming calls on a six-line telephone system, routed calls to proper location within office. Efficiently processed documents, invoices, and correspondence for timely retrieval.  Sorted and distributed mail for all employees. Held Fire Fighter I and EMT-B certifications. Responded to all 911 emergency calls with department. 

Education

Attended Business Management Course, University Of Denver  

General Studies, Aurora Community College 

FAA Certified Flight Attendant (continued education) 

Certifications earned in Fire Fighter l, EMT-B, Hazardous Materials, Red Card/Wildland Fire Fighter, IV Therapy with on-going CE   

GED Diploma 
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