
November 2014
Tucson, AZ 



To Whom It May Concern:

Please allow me to introduce myself.  My name is Brooke McKinley, I have just relocated to Denver, CO from Tucson, AZ. I am enrolled in Adams State University’s online degree seeking program.  I only have four weeks of classes left this semester and then I will have completed and graduate from Adams State University with my Bachelors of Science degree in Business Administration, emphasis in Small Business Management (BSBASBM).   I received my Associate of Arts degree in Business Administration, in July 2012. I have also completed three classes within the healthcare administrative degree. Because my current classes (August-December) are all done via on-line learning my schedule is very flexible.

With the degree I am seeking and with my previous work experience I am searching for an office atmosphere where my intelligence and my skills can assist your business achieve new levels of organization and excellence. I have worked in an office environment for a few years completing multiple administrative and clerical tasks. 

Hopefully, you can see that I am dedicated, responsible, organized, efficient, quick-learning, young, energetic, intelligent and ready to go to work for your company. 

I would love the opportunity to meet with you in person to discuss my qualifications.

I look forward to hearing from you in the near future.

Sincerely,



Brooke McKinley, 
Associate of Arts Business Administration (2012)
Pending Graduation Dec. 2014 Bachelor of Science Business Administration, Small Business Management
ADAMS STATE UNIVERSITY-ALAMOSA, CO 
719-480-9308



























BROOKE NICOLE MCKINLEY
 (719)480-9308
mckinleybn10@gmail.com

CAREER OBJECTIVE
To obtain a position and utilize my degree in Business Administration.  I am seeking a position that poses challenging opportunities to excel in:  communication, meeting deadlines, scheduling and internet (research skills).  Proficient skills in accounting, management, typing/data entry, customer service skills, teamwork and leadership.  I am extremely dedicated, hard-working, intelligent, friendly, and professional. My salary expectation are $28,800/year.

[bookmark: _GoBack]EDUCATION
College				Cottey College, Nevada, Missouri Aug. 2010- Dec. 2010.
				Adams State University Online –Jan. 11 – July 12–AA degree in Business Administration
				Adams State University Online- Jan. 13 – Current 
				Pueblo Community College-Various dates from 2012 to 2014 (transfer credits to ASU)

High School			Sangre de Cristo High School, Mosca, Colorado –Graduated, May 2010.

Business Courses	College Level: Introduction to Business, Principles of Accounting I, Principles of Economics I & II, Introduction to Accounting II, Business Law, Fundamentals of Income Tax, Principles of Management, Managerial Finance, Business Computer Applications, Principles of Marketing, Business Statistics, Business Communications, Production & Operations Management, Sales and Sales Management, Human Resource Management, Consumer Behavior, Small Business Management/Entrepreneur, Public Relations, Global Business Strategies, Business Applications II, Business Internship
Healthcare Courses	College Level: Healthcare Marketing, Healthcare Administration, Healthcare Medical Terminology

WORK EXPERIENCE
September 2014			Adam Roth Allstate Agency, Tucson, AZ, Administrative Assistant/Receptionist
Current				Answer incoming phone calls, serve client needs, research insurance problems, give insurance 
				estimates, take payments, offer discounts and reviews of policies, update client records, and any
				other office duties assigned by the agent. 
April 2013-	Frank and Andrea Krupka Farmers Insurance Agency, Pueblo, CO  Licensed Agent
September 2013	Answer incoming phone calls, serve client needs, research insurance problems, give insurance estimates, take payments, make sales phone calls, take pictures of homes, produce new policies and update old policies, any and all office duties as assigned by the owners. 
April 2012-	Frank and Andrea Krupka Farmers Insurance Agency, Pueblo, CO  Front Desk
September 2012	Administrative Assistant.  Answer incoming phone calls, serve client needs, research insurance problems, give insurance estimates, take payments, make sales phone calls.  Any and all office duties as assigned by the owners. 
November 2011-	Alamosa County/Alamosa DHS, Alamosa, CO, Temporary  Administrative Assistant
December 2011	Processed accounts payable, filing, copying, prepared excel spreadsheets, answered switchboard with 20 lines, and any other clerical duty assigned.
February 2011-			Prime Industrial Recruiters, Tulsa, OK Receptionist/Administrative Assistant 
November 2011	Assisted in recruiting new employees for jobs.  Assist recruiters with phone calls and finding employees for positions. Answer multiple telephone lines. Data entry into computer system. Drug test paperwork, new hires, and background checks. Fax, copy, file, scan paperwork. Assist with payroll. Customer Service. Mailing information. Train new employees.  Meet all deadlines.
June 2010-			SLV Prevention Research Center, Alamosa, CO, Community Liaison
August 2010			Attended staff meetings at home-office once per week.  Duties included travel, communication at 
visits, completion of survey materials (packet of 20+ informational sheets), distribution of gift cards to clients, mapping of geographical area and responsibility of timely and correctly reporting all data to the home office. Intensive verbal and telephone skills were required. Meet deadlines.
August 2006 – 			Alamosa County, Alamosa, CO, Filing Clerk/Administrative Assistant 
August 2010	On-call work. Employer called when they needed filing done or worksheets typed in Word, Excel, or Power Point (2003-2007). Had to communicate clearly in order to fully understand what needed to be done.

LEADERSHIP EXPERIENCE
Class President (2yrs), Student Council Representative (4yrs), Varsity (4yrs) and Collegiate (1yr) Volleyball, Varsity Basketball (4yrs), Track (2yrs), National Honor Society (3yrs), Academic Decathlon (1yr), 4-H (9yrs).  

SUMMARY
Through my education and athletics, leadership, and work experience I have become an established, responsible, disciplined, professional, friendly and organized person; dedicated to and awaiting challenges directed toward success.  I would be excited to have the opportunity to utilize my skills in an office environment.
