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 EDUCATIONAL BACKGROUND 
Eastern Michigan University, Ypsilanti, MI:	 Graduated
Bachelor of Science in Education, Minor in Math
 PROFESSIONAL EXPERIENCE 	           
Service Link, Westminster, CO	November 2016-March 2019
Customer Service Representative  
· Answer phone inquires via the I-3 technology 	Review email inquiries.
· Keep records of customer interactions via tracking system which includes all interactions, details of inquiries, complaints and/or comments.
· Identify research and resolve inquiries.
· Refer unresolved inquiries to designated department or supervisor for further review.
The Housing Council at PathStone, Inc., Rochester, NY, 	November 2014 – June 2016
Homeownership Coordinator 
· Intake for all Homeownership program for PathStone Corporation.  Maintains client applications.  Must verify client information and keep accurate records in database.  Meets with clients to authenticate document checklist to program qualification.
· Supports communication between Homeownership Counseling Manager and all clients.  Keeps schedule for all appointments to assess grant qualification.
· Possesses skills necessary to support Front Desk when necessary.  Relates to consumers on all levels of organization including but not limited to incoming clients, interdepartmental involvement, processing of payments and document maintenance.       Receptionist – March 2013 – November 2014
· Greeted Clients in a professional manner. Managed numerous phone lines and directed calls to departments or Counselors. Answered questions about programs we offered. Used Quickbooks to perform cash check or credit card transactions. 
Uniform Village, Henrietta, NY:	January 2012-January 2013
Retail Clerk
 Responsible for greeting customers, confirm customer purchases and recommended add on merchandise to increase sales. Ensured Corporate consumers selected merchandise according to previously designated contract.
Kelly Services, Rochester, NY	September 2011-January 2012
Recruiting Support Clerk
 Office duties included supporting recruitment staff.  Data entry, filing, references, phone management and clerical maintenance.
Kelly Services, Longmont, CO:	April 2006-December 2011
Staffing Supervisor
 Accountable for complete hiring process of over 350 employees per season for temporary work. Responsible for distributing, collecting and reviewing all applications.  Gave each applicant overview of job requirement(s).  Hiring process completed by I-9 filing, data entry, reference checks, filing and managing entire database.  Handled high volumes of phone calls for hiring information.  Also managed office for evening shift employees.
Airborne Gymnastics and Dance, Longmont, CO:	September 1998-March 2011
Front Desk Administrator- 2002 -2011
· Greeted visitors and students to the facility.
· Performed class registration duties.
· Collected payments and recording cash closeouts.
Store Manager/Instructor- 2002-2007
· Performed registration duties in office. Responsible for collecting payments and recording cash closeouts.
· Created lesson plans, set up and tear down equipment to Instruct gymnastics to students of varying ages.  Ordered all gym store apparel from several distributors and liable for maintaining inventory and stock. Skills
Microsoft Office Suite, Word, Excel, QuickBooks, Outlook, CounselorMax
