Jolene A. Waibel
720.980.3913


                             Edgewater, CO


           jwaibel65@gmail.com
PROFESSIONAL SUMMARY
Highly motivated, people oriented professional, with great attention to detail. Excellent phone and people skills, extensive customer service background. Years of technical support experience. Effective and efficient management style, Energetic, hard-working, prompt, self starter, that excels at working with a variety of individuals and personalities. Skilled in monitoring and assessing performance of self and others. Outstanding judgment, decision making and active listening skills. Exceptional time management skills as well as vast management experience. Excellent computer skills with a variety of knowledge in Microsoft Office programs. Always willing to listen and learn to advance my skills as well as being career oriented.  

SKILLS

· Management

· Marketing

· Bookkeeping

· Accounting
· Customer Service

· Cooking

· Quality Control

· Sales

· Technical Support

· Ordering

· Shipping

· Receiving

· Inventory

· Loss Prevention

· Phones

EDUCATION 
Bachelors of Science in Criminal Justice








         March 2014
Westwood College










         Denver, CO 

Relevant Coursework

· Corrections
· Criminology
· Criminal Law
· Juvenile Justice
· Private Investigations and Security
· Criminal Investigations
· Criminal Courts
· Criminal Justice Administration
· Crisis Intervention
· Probation and Parole
Associates of Applied Science in Graphic Design








     1996
Denver Institute of Technology









         Denver, CO



Alpha Beta Kappa/ Dean’s List
EXPERIENCE
Professional Resume Writing









     2014 - Present
Mile High Adjusters
Provide students going through Adjuster Training the opportunity to get their resume, cover letter and staffing applications done while attending the course to alleviate their stress so they can go to work immediately upon completion of the course.
Business Manager










         2010 - 2014
John’s Chicago Style BBQ









              Wheat Ridge, CO

Bookkeeping, advertising, customer relations, cooking, hostess. Keep track of daily sales for the accounting team. Keep paperwork in an orderly manner. Prepare Daily specials and prepare side dishes on a daily basis. Ensuring safety of customers. Worked with Jefferson County Public Health. Custom Catering for Special Events.
Production Line











        2009 –2010
Manpower











        Golden, CO

Bagging ends for Coors Brewing Co. on a production line. Tagging pallets, quality control, hourly quality checks.

Customer Service and Sales / Business Manager







        1996 - 2009
T.A.W. Vehicle Concepts, Inc. 









         Golden, CO

Daily involvement with customer sales and technical support, Customer Service, Building national and international vendor relationships through product management, ordering, shipping and receiving, inventory control, responsible for business to business relationships. Client centered customer service. Presented, and introduced new and current product at International and National motorcycle shows, performed essential marketing tasks. Warehouse and Inventory control of all product. Loss Prevention.
Marketing and Advertising / Internship








         1994 - 1996
Red Wolf Marketing 










         Golden, CO

Assisted owner with all aspects of marketing, advertising for the company and customer profile. Cold calling potential new customers, and maintaining customer accounts to keep them current, general office duties. 
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VOLUNTEER WORK
Tennyson Center for Abused and Neglected Children






2014 - Present

Ride-Along with Edgewater Police








May 2014
Edgewater Police Department (On-Call Volunteer – Clerical)





2014-Present

Food Bank of the Rockies Donation (bi-annual)






2005-2009

Clyncke Ranch Cattle Drive (bi-annual)







1985-Present
Lazy Ranch Riding Stables – Taught children how to ride horses




1985-2010

Toys for Tots for Children’s Hospital (annual)




 


2004-2007
Legal Guardian of Minor









1997-2004



Habitat for Humanity









1994


