Kelly Boeddeker-Sani

Johnstown, Colorado
(970) 397-8060

Qualifications:

My background in customer facing and service driven employment allows me to appreciate the importance of teamwork, and effective communication.  I am detailed oriented, organized, and capable of multi-tasking.  I have experience creating spreadsheets and processing documents in various financial software programs and in Microsoft applications including: A400 (JDA) NSB (STS), JD Edwards, Excel, MS Word.  I have utilized various office peripherals.   
Employment History:
December 2012- September 2014
Civeo/PTI USA Manufacturing, Berthoud Colorado

Position: Receiving Clerk 111

Responsibilities: Meeting deadlines for completion of the delegated task.  Validate the documents & reports in accord with the unloaded merchandise. Conduct cycle counts, prepare reports and analysis. 
Scheduling appointments for the deliveries of the merchandise coming in daily.
Other duties included but not limited to preparing Commercial Invoices and Bill of Ladings for the shipments of the units to the proper locations.
August 2012- December 2012

Teletech, Greeley Colorado

Position: Customer service Representative

Responsibilities: Customer service by phone. Helping members determine if fraud has accrued on their credit card/debit card accounts, filing fraud reports and reissuing new cards.
October 2007- June 2010

MGM Mirage Corporation, Las Vegas Nevada 
Position: Retail Accounts Payable Clerk

Responsibilities:  accounts payable, reconciling postings and documents for correct entry and mathematical accuracy, contacting 3rd party vendors to verify pricing, entry of data into financial software program, issuing of payments to vendors and distributors. Performing general office duties such as filing, answering phones, and handling routine correspondence. 
July 2007- October 2007

Best Western Hotel & Casino

Position: Front Desk Lead Guest Service Representative
Responsibilities:  accommodating hotel patrons by registering and assigning rooms, keeping records of occupied rooms and guests accounts, making and confirming reservations, and presenting statements and collecting payments from departing guests 
September 2006- June 2007

DHL/The Feet 
Position: Courier 
Responsibilities: Examine, sort, and route packages for timely distribution, loading of packages from conveyor into appropriate outgoing transportation vehicle.  

March 1996-September 2006

Petroleum Management, LLC.
Position: Accounting Assistant
(October 1998- September 2006)

  Assistant Manager of Total/Taco Bell
(March 1996 -1998)


Responsibilities:  Accounting Assistant: managing of accounts receivable for 10 convenience stores, daily balancing of stores financial transactions, accounts payable, reconciling of stores Lottery sales, monitoring inventory, uniforms, and phone card purchases.  Also, in charge of setting up and maintaining pay phone systems at all store locations, including the recording of profit and loss for each phone.  General office duties included records management, word processing, multitasking while taking calls on multi-phone line call system. 
Assistant Manager: hiring, training, schedule preparation of employees, enforcing company policies, procedures, health codes, coordination of advertising campaigns and sales promotions, preparing merchandise displays. Also, preparation of daily deposits and reports for accounting, ordering and maintaining   inventory and supplies.  Along with supervising, work activities included cleaning and organizing shelves, displays, providing customer service, working the cash register.
Education: 

Greeley Central High School

1515 14th Avenue Greeley, CO 80631

High School Diploma

Aims Community College

5401 West 20th Street Greeley, CO 80634

Micro Soft Excel/Word 2000 1-4

North Atlantic Elcotel Telecommunication Training

2100 Norcross Parkway Norcross, Georgia 30071

Pay phone training

Personal and Business References can be supplied upon request
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