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Christine Kelly

	Summary 
	A conscientious dependable office manager, with strong interpersonal skills; desires to be the primary facilitator within a directional organization. To deliver integrity, leadership, and core values of an organization with unsurpassed professionalism.

	Skills and Qualifications
	· Exceptional written and oral communication skills 
· Competent in drafting, editing, and proofreading all forms of written communications with quantitative and analytical skills
· Acute sense of prioritization, organization, and planning strategies
· Initiative-taker who can work independently as well as great collaborator

	
	· Over fifteen years’ experience in administration and operational support
· Dependable, ethical, dependable, punctual, and attention to detail
· Adept in balancing multiple priorities, responsibilities, and programs simultaneously
· Skilled at maintaining effective relationships with diverse populations with an open-minded and non-judgmental approach
· Excellent interpersonal skills
 

	Education
	· Bachelor’s degree from MSU Denver in December 2018
· Cum Laude, National Honor Society

	Select Experience


	2003–Present    Temperature Technology Broomfield, CO
Office Manager/Bookkeeper/Administrator/Sales

· Managed new and existing HVAC employees with effective communication, customer service policies and service level standards 
· Enhanced customer satisfaction ratings with effective marketing tools
· Created outlets to streamline communications and grievances
· Networked and established relationships with many organizations for sales accounts
· Managed multiple projects simultaneously
· Proactively identified and solved complex problems that impact management and business direction

· Composed all company memorandums, correspondence and responsible for taking meeting minutes with an error-free communication

· Planned, coordinated, and finalized all travel arrangements for staff to attend conferences and business development classes

2017-2018. Metropolitan State University      Denver, CO

MSU Sociology and Anthropology Department (work study)
· Coordinated front desk area by answering the phone, data entry and general deliveries around campus 

· Advised and prepared faculty of appointments and support them by copying exams to distribute to students and class materials as needed
· Assisted students with questions regarding department major/minors and other broad questions
· Assisted the department advisor with promotion of the sociology department.
· Demonstrated that customers are top priority by serving them with a sense of urgency and effectiveness to produce a highly satisfactory experience
· Built and maintained successful relationships between peers and upper management

· Managed several special events on campus by promoting MSU Denver
· Served as a liaison for fostering relationships with community partnerships.
2013-2015. Front Range Community College   Westminster, CO

FRCC Writing center (work study) 
· Increased customer satisfaction through friendly and professional communication
· Enforced the writing center guidelines and instructions while maintaining a professional working environment
· Assisted students with strategies for assignments and kept faculty apprised of upcoming appointments
· Monitored and controlled office inventory to ensure adequate supply levels


	Community Involvement
	Volunteered at various non-profits over fifteen years. This includes food banks such as Broomfield FISH, Metropolitan Community Church of the Rockies, and EFFA in Boulder. Also, Joyful Journeys, and the Denver Rescue Mission.

	Interests
	Family, fitness, skiing, camping, hiking, mountain biking, travelling, fine dining, reading, writing, photography, white water rafting, sea-dooing, theater, research, and pursuing my passion for being a lifelong learner.


