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Objective

To become a valued asset in an office &/or administrative environment whereby I may utilize my skills and experience
Qualifications Summary

· Over six years experience in Customer Service and Telecommunications

· Intuitive understanding of applications; quickly learning & utilizing company software for maximum results 

· Three years experience in administrative/office management

· Excellence and professionalism in employee training and mentoring

· Effective in managing and maintaining quality control

· Innovative in finding win-win solutions, and a self-starter

· Proactive interpersonal and written/verbal communication skills

· Versatile multitasking, consistent and dependable

Computer Skills

· Proficient in MS Windows (’98, ’00 & XP), Outlook, Word, Excel and PowerPoint

· A good working knowledge of Adobe Photoshop & InDesign as well as MS Access.
· Excellent understanding of PC computer hardware

Experience

Administrative/Clerical

· Researched documentation, printed them and reviewed previous transactions for errors, assuring accuracy
· Generated reports on investor inquiries & errors, then forwarded to the appropriate departments for resolution 

· Handled investor inquiries on past reports, statements and account transactions
· Dispatched field agents to make copies of all necessary records; Assembled and shipped records to clientele
· Demanded, compiled, reviewed and fact-checked post-subpoena documentation from various facilities
· Organized requests for records, made copies, summarized, packaged and shipped client requested items
· Managed organization storage and retrieval of files for attorneys and clientele
Quality Assurance/Management

· Supervised up to 80 reps, monitored calls, analyzed queue numbers, developed leads, and created progress reports
· Single-handedly created training manual, routinely trained 15+ CSR’s utilizing computer-aided dialogue
· Organized workshops for reps along with employee orientations & maintained employee records including QA reports, productivity analyses, and example scenarios
Education

· Kaplan University – Completion of online coursework for a degree in IT with a 3.5 GPA average
· Community College of Aurora - 3.7 GPA average in computer information systems
Work History

Product Packaging, Dunwiddie Custom Packaging, Currently Employed.
Graphic Arts & Distribution Coordinator; 5280Studios & Colorado Music Buzz; Highlands Ranch, CO. ‘09
Account Manager, Ken’s Reproductions, LLLP. Denver, CO. ‘08

Correspondence Representative, Manpower for Janus Capital, Denver, CO. ’06 

Loan Officer/Mortgage Broker, New Atlantis Financial. Denver, CO. ’04 – ‘05

Facility Control/Quality Assurance, American DataMed. Newport Beach, CA. ’03 – ‘04

Quality Assurance Manager, IACS Communications. Aliso Viejo, CA. ’02 – ‘03

Service Clerk, Farm Crest Dairy. Littleton, CO. ‘02

File Clerk, Greenburg & Traurig, Ltd., Denver, CO. ’01 – ‘02

Customer Service Rep, Echostar Communications. Littleton, CO ’99 – ‘01
