LEILA AMAN
10260 Washington St. #1035 Thornton, CO 80229/ Tel: (775)351-5976/ Email: la.researchservices@gmail.com
Summary of Qualifications:
Self-motivated individual with eight years experience in providing office administration and management support. Excellent time management skills with demonstrated ability to prioritize and handle multiple projects in face-paced environments. Strong communication and interpersonal skills both verbally and written, problem resolution skills and the highest level of confidentiality.  My technical skills include working knowledge of Microsoft Word, Excel, Outlook and QuickBooks. 

Professional Experience:

	July 2011-Present
	LEILA AMAN COPY & RESEARCH SERVICES, CO, Owner/Operator
DBA company created to perform research services to obtain Property & Casualty insurance public records. Perform research services for one client on a monthly basis traveling to and obtaining insurance filings from the Department of Insurance for the following states: CO, IN, KS, NE and NM. Regular duties include: performing research in SERFF, internal research for clients, processing insurance filings, remaining up to date on company name changes, programs and new state guidelines, invoicing, processing expense reimbursement, reporting to client, travel arrangements and setting appointments. 
	

	March 2010-July 2011
	QUADRANT INFORMATION SERVICES (Software Company), NV, Data Acquisition States Manager
States Manager for DA Inventory Department responsible for all correspondence, ordering and processing material for twelve states. Uploaded insurance data and filings, worked with contractors nationwide to get current material in for each state, assisted with management projects, created Excel spreadsheets and reports, resolved client issues through company’s electronic “Helpdesk.”
· Received awards in June-Sept 10’ for highest productivity for processing the most data for four months consecutively.
· Received award in Nov 10’ for researching and closing out the most unneeded IT numbers in computer system.
· Was assigned to handle the most states out of the office through demonstrated ability.
· Ability to decision files with a high level of accuracy in a high volume environment.
· Trained new employees on different state and office procedures.


	June 2009-March 2010
	FARMERS INSURANCE, BETSI WILLIAMS AGENCY, ERIC OLIVAS AGENCY, NV, Customer Service Representative
Worked for two insurance agents at the same time who shared an office. I served as an assistant and office front-liner to both agents at all times. Maintained two separate phone lines, two separate computer systems and filing systems. Handled all payment processing and resolved all billing questions/concerns. Handled all paperwork and serviced clientele for P&C, commercial and life insurance needs. 
· Offered incentives and pay increase to get licensed in Property & Casualty.
· Earned incentive for cross selling and setting the most life insurance appointments in Jan 2010.
· Received on the job training from agents to create insurance policies.
· Acknowledged for unwavering commitment to providing superb customer service.

	June 2007-October 2007
	CUSTOM BUSINESS SOLUTIONS (Consulting Company), NV, Bookkeeper/Administrative Assistant
Responsible for all administrative duties including: all written correspondence, invoicing, updated Excel spreadsheets, filing, errands, assisted with payroll preparation and tracked budget to prepare quarterly reports. 
· Received on the job training for A/P and A/R as well as accounting software, Peachtree.
· Received constant recognition by showing my ability to be trained on new procedures and perform tasks given to me with little training or supervision. 
· Met deadlines consistently.

	June 2004-July 2007
	DAVID WALLEYS HOT SPRINGS & RESORT, NV, Front Desk Agent
Served as lead front desk agent at the hotel part of the resort. Responsible for checking in/out guests, giving tours of property, handling customer questions/complaints, reservations, maintained cash drawer and served as sole operator to resort’s main phone line. 
· Trained new staff members on computer program and front desk procedures. 
· Held a perfect attendance record.




Education: 
UNIVERSITY OF NEVADA, RENO, Reno, NV                                                                               2007-2009
General courses completed. Will be finishing school in Denver, CO. 
DOUGLAS HIGH SCHOOL, Gardnerville, NV                                                                                2003-2007
Received High School Diploma.













