Teri Dyer
208 Bass Cir ( Lafayette, CO 80026 ( 303.704.3319 ( teridyer3@gmail.com
Administrative Coordinator
· Highly adaptable professional looking for a position that will utilize my strengths while providing new and challenging work.
· Excel in resolving employer challenges with innovative solutions, systems and process improvements proven 
to increase efficiency, customer satisfaction and the bottom line.

· Analytical and detail oriented, taking a proactive approach toward customer service and teamwork.
Key Skills

	Excellent customer focus
Constantly improving processes

Conduct trainings
· Policies & Procedures Manuals
	Outstanding communication skills
Can work with little supervision
Knowledgeable in MS Office Suite
· Proficient in Lawson software 
	Records Management

Meeting & Event Planning

Multi-tasker
· Expense Reduction


Experience

	DeVry University, Westminster, CO
	8/2004 to 4/2012


Administration Coordinator, Buyer 2004 to 2012
Responsible for a variety of tasks in operations, facilities and finance departments
Results:
· Evaluated data pertaining to costs to plan and manage $4M facilities budget including tracking expenditures
· Administered purchase orders and all associated information in procurement systems and corresponding systems
· Developed and maintained supplier relationships. Responsible for negotiations and monitoring vendor performance.
· Inventories and ordered all supplies for facilities and operations department

· Conducted monthly building and property inspections

· Coordinated in-house and outside group events

· In conjunction with facilities department created a facilities manual documenting process and procedures
· Prepared and tracked Capital budget and expenditures
	Follett Higher Education Group, Denver, CO
	3/2001-8/2004


Customer Service Manager  
Hired as a cashier and quickly promoted to Customer Service Manager 
Results:

· Hired, trained and managed telephone and online ordering department personnel as well as cashiers
· Resolved all customer complaints or concerns that subordinates could not
· Helped out in textbook department placing purchase orders as well as shipping and receiving department
Education

	DeVry University, Westminster, CO
	            Current Student


Bachelor’s Degree Justice Administration – Emergency Management


   

   Current GPA 3.9
