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Summary of Qualifications
· Fourteen years experience in  Customer Service 
· Three years experience in GIS Industry
·  Skills Acquired: Administrative, Data Entry, ArcGIS 9.3, Cultural Resources, Sales, and Research 
· Bachelor’s Degree Anthropology –Cultural Studies
· Bachelor’s Degree Geography – Environmental Studies
· Recognized as hardworking and dedicated, with a willingness to learn and take on new challenges
·  Proficient in Microsoft Office ,Microsoft Office 07, Excel 07, ArcGIS 9.3, ArcView, ArcMap, Salesforce, PeopleSoft and Photoshop, MAC

          Professional Experience
David’s Bridal; Westminster, CO
Customer Service Representative     October 2012- Present
· Provide excellent guest reception
· Problem solve and resolve customer service issues
· Training new employees
· Maintain profiles and register
· Manage multiple phone lines
· Brand Management
· Stocking and Inventory

CONTRACT POSITION
AppleOne; Boulder, CO
(The Creative Alliance)-Lafayette, CO 	  				
Administrative Assistant/Reception April to May 2012
· Direct Support to Executives
· Invoice Data Entry
· Accurate Filing 
· [bookmark: _GoBack]Manage multiple phone lines
· Provide guest reception/ordering of office supplies
· Proof-read of documents

GeoSynFuels, LLC; Golden CO
Administrative Assistant                      February 2011 to February 2012
· Working with Accounting and Finance departments 
· Direct administrative support to Executives
· Product Inventory and control using Excel 07 
· Invoice Data Entry, Account administration
· Place product orders  
· Provide excellent guest reception
· Maintain regular administrative tasks: data entry, travel management 

GeoEye; Thornton, CO                                      May 2008 to January 2010
Government Customer Support Representative –Top Secret Clearance
· Obtained and utilized a security clearance
· Placed and monitored ad hoc collection, large collection projects and archive orders
· Performed collection feasibility  and archive searches  
· Used GIS 9.3, ArcMap, and ArcView applications, Salesforce and Peoplesoft applications to provide service to our customers
· Provide customer service, data entry and account administration to Government and SeaStar clients
· Identify ordering issues, such as funding or collection delays, prior to order expiration
· Achieved success with taking over and completing a year- long project  
· Prioritizing revenue activities and resolving customer service issues

Sanborn; Colorado Springs, CO                                April 2007 to May 2008
Aerial Sensor Technician/Image Processing Technician 
· Prepare LIDAR processing and editing analog, 
· Digital and LIDAR data acquisition; 
· Photogrammetric mapping, remote sensing solutions, and data conversion.
· Performs field work to aide in Collection of aerial data using film, Digital Sensors and GPS
· Collect Data by LIDAR , field survey, GPS and IMU field and post processing
· Ortho-Image Processing 
· Trained new employees

PAE; Colorado Springs, CO                               	January 2003 to May 2008
Research Assistant							
· Offer administrative support in collecting information, preparing reports, and data entry.
· Type, file and copy documents, correspondence and memos.
· Researches and analyzes Federal Business Operations and technical data.
· Archive Documents

MacVan Publishing; Colorado Springs, CO             March 2006 to March 2007
Sales Associate
· Coordinate and implement purchasing and accounting activities for a retail map store.
· Inventory control
· Product Orders
· Shipping & receiving
· Sales, interface with customers interpreting their needs in a professional and courteous manner
· Setup in house displays

EDUCATION
University of Colorado, Colorado Springs CO 
Bachelors of Arts Degree- Geography & Environmental Studies – 2004-2006
Bachelors of Arts Degree-Anthropology- 2000-2003

VOLUNTEER WORK
Habitat for Humanity-Denver Metro   - 2010
Directorate of Environmental Compliance and Management, Colorado Springs, CO -           2002-2003


