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Profile

My long term goal is to work for an agency that offers challenging and rewarding work, as well as high ethical standards.

Experience

General Administrator, The Job Store, Denver, CO — 1988 - Present

Beyond all the standard receptionist responsibilities, duties included imputing data, operating a telephone exchange system, telemarketing and handling money and collections.  Business assignments included Farmer’s Insurance, SBA Regional Office, Colorado Bureau of Investigation, VA Medical Center, just to mention a few.  Chosen over hundreds of temps to receive the Employee of the Month award in 2007.

Technical Support Representative, ACS Merchant Services, Broomfield, CO — 2008 - 2011

Responsible for client technical support, management of financial transaction processing and training merchants to use the TransLink service.  This position required knowledge of the basic functions of terminals, troubleshooting and solving problems on all relevant networks.

Communications Specialist, Action Care Ambulance, Englewood, CO — 2000 - 2001

Duties included dispatching of ambulances,  data entry of vital medical information and radio-scheduling.

Trooper Dispatcher, Colorado State P[image: image1.jpg]


atrol, Lakewood, CO— 1999

A challenging position that required handling emergent and non-emergent situations in a calm, timely and professional manner.

Federal Police Dispatcher, Federal Protective Service, Lakewood, CO — 1998 -1999

In addition to being a dispatcher, duties included administrative issues, clearances on NCIC and CCIC, and parking violation ticketing.                                                                                                                             

Function Coordinator/Server, Morale Welfare & Recreation, Fort Rucker, AL — 1996
This job required significant public relations skills.  Organized and coordinated an array of events, including military officer club events and banquets.
Education

Thomas Jefferson High School, Denver, CO — High School Diploma, 1987

Emily Griffith Opportunity School — Travel Tourism, 1988        

Skills

Much of my job experience has required extensive public and client relations skills.  Under intense pressure, I am able to remain professional and courteous.  I am well trained in Windows, Microsoft Exchange and WordPerfect.  Though after years of working with a wide variety of computer software programs, I am very adept at learning most programs.  I am also EMD certified.

References available upon request.

