
Angela C. Downey
5888 Broadway St Room 250   Denver, CO 80216  (316) 390-5414  uniquesoul.ad@gmail.com
Profile 	
Highly skilled, motivated, personable business professional with multiple office skills.  Talent for quickly mastering technology and seeking out professional firm to allow me the chance to shine with my skills!  Diplomatic and tactful with professionals and non-professionals at all levels. Accustomed to handling sensitive, confidential records. Demonstrated history of producing accurate, timely reports meeting guidelines. Flexible and versatile while able to maintain a sense of humor under pressure. Poised and competent with demonstrated ability to easily transcend cultural differences. Thrive in deadline-driven environments. Excellent team-building skills. 
Skills Summary
	Project Management
Report Preparation 
Written Correspondence
General Office Skills
	Computer Savvy
Customer Service 
Scheduling
Excellent Researcher
	Insurance Billing
Accounting/Bookkeeping
Front-Office Operations
Professional Presentations


Employment History
        SOS Staffing- Greeley, CO
Held a position with Mountain state plasics running a roll machine completeing orders for third shift.  06/2013 TO 7/2013

Ameriplan USA- brighton, CO
Independent Broker for discounted healthcare. Recruiter and trainer of my IBO’s.  Other side is to help people gain the medical care needed at a 81% discount rate.  01/2013 TO 7/2013


K&A Property Maintenance, LLC- Wichita, ks
Independent Cleaning for police station, court house, senior center, community buildings for the city of haysville, ks., along with apartment complexes throughout wichita surrounding areas. JANITORIAL. 06/2012 TO 9/2012

[bookmark: _GoBack]jackson hewitt tax service – Wichita, KS
TAX PROFESSIONAL SERVING THE PUBLIC WITH THEIR INDIVIDUAL OR BUSINESS TAXES. Tax Preparer, 01/2012 to 04/2012   
MEGAN JOHNSON – Wichita, KS
CARED FOR 3 & 4 YEAR OLD BOYS.  DUTIES CONSIST OF COOKING, CLEANING, GETTING 4 YEAR OLD TO AND FROM SCHOOL AND PROVIDED EDUCATIONAL ACTIVITIES. Nanny, 09/2008 to 10/2011 
HOFFMANS BAR & GRILL – Lawton, OK
WAITRESS & BARTENDER SERVING MOSTLY MILITARY.  TAKE ORDERS, MAKE AND SERVE DRINKS AND FOOD.  Server, 12/2007 to 09/2008
WHATABURGER – Lawton, OK
LEAD TEAM OF 3-5 PEOPLE.  MAINTAIN FOOD COST, LABOR, AND MONEY FOR MY SHIFTS.  MAINLY EARLY BIRD SHIFT FROM 8PM – 7AM.  CLEANED STORE AFTER BAR RUSH. Shift Leader, 01/2007 to 09/2007 
ASSURANT SOLUTIONS – Lawton, OK
ASSIST CHASE CREDIT CARD CUSTOMERS WITH THEIR PROTECTION ACCOUNTS. INSURE CUSTOMER EXCEPTIONAL PROTECTION SERVICES WHILE PROVIDING IMPECCABLE CUSTOMER SERICE.  MAIN TASK WAS TO SAVE THE ACCOUNT IF CUSTOMER WAS WANTED TO CANCEL THEIR PLAN. CSR, 01/2006 to 12/2006
Education
Friends University – Wichita, ks
ATTENDED 08/2010-09/2012
Vatterott college – wichita, KS
Medical Office Assistant Diploma  GPA 3.8
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