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profile
Administrative support professional offering versatile office management skills and proficiency in Microsoft Office programs. Strong planner, communicator and problem solver who readily adapts to change, works independently and exceeds expectations. Able to juggle multiple priorities and meet tight deadlines without compromising quality. Adept client interaction. Possess knowledge of legal terminology and principles.  Competent in analyzing legal documents for accuracy, record keeping, organizing and drafting correspondence. Over 20 years of customer service and Dental assistant experience in small to large office settings.  
Summary of skills and qualifications
	Office Skills:
	Office Management

Records Management 

Database Administration
Operating Room Experience
	Spreadsheets/Reports

Event Management

Calendaring

Implant Assistant
Typing (75 wpm)

Scheduling Appts.
	Front-Desk Reception

Executive Support

Travel Coordination

IV Sedations
Nitrous Oxide Certified

Customer Service

	Computer Skills:
	MS Word

MS Excel

MS PowerPoint
	MS Outlook

MS Access

MS Project
	MS Publisher

Electronic File Control
Windows


Professional experience
Ashford University/ Admissions Counselor                         Feb 2012 - Present


Schedule and conduct admissions interviews


Identify and qualify prospective students


Training and professional development


Ability to meet the need of diverse student population


Develop and adhere to an effective call strategy that includes communicating effective 


messages to through oral and/or written communication


Create a daily strategic plan of activities including database management, effective call strategy and personal goal setting that will help prospective students through the enrollment process.
Social Security Administration                                                                    07/08 – 02/2011

· Set up appointments for individuals with claims representatives when necessary

· Analyze problems and attempt to solve problems when they arise

· Interfaced with the general public

· Explain SSA policies and procedures while giving advice
· Other administrative duties as needed
· Processed applications for Social Security Numbers
Dental Assistant

Schallhorn & McClain                                                                                         12/96 - 8/07
United States Air Force                                                                                      11/83 - 8/92
· Patient customer service (reception and interview for services)

· Performed lab duties, x-ray, patient scheduling
· Assisted in dental implant surgeries

· Responsible for maintaining and ordering supplies
· Assist doctors in surgery and routine dental treatment

· Maintained over 500 medical records

· Supervised 2 military personnel
Mortgage Closer (Notary Signing Agent)                                                        1/03 – Present
· Accurately reviewed, signed and notarized mortgage documents
· Ability to explain HUD1, Truth and Lending Disclosure, Notice of Right to Cancel and their functions and other loan documents.
· Assisted borrowers with purchases, refinancing and home equity line of credit closings

· Follow-up and delivery of documents

· Communicated effectively with clients regarding documents
· Establish a data base of vendors and clients

· Facilitate in-office and mobile mortgage loan closings

· Properly screened borrowers to establish identity, willingness and ability to sign and execute documents

· Maintained the highest level of professionalism and used discretion when handling confidential data
· Ensured that real estate loan documents were properly executed by the borrower, notarized and returned to lender in a timely manner
Administrative Assistant/ Legal Clerk   GS- 5                                          
08/92 -12/96
Department of Social Security

•
Maintained electronic control files.

•
Maintained time and attendance for 25 individuals
•
Managed travel arrangements for senior personnel

•
Maintained dockets for judicial and administrative litigation

•
Established docket records 
•
Initiated telephone and/or written inquires

•
Logged and dispatched completed litigation materials.

•
Perform other related duties
ACADEMIC BACKGROUD

Bachelor of Arts Degree, (in process) Metropolitan State College of Denver (127+ hours)

Associates of Applied Science Degree in Paralegal, Parks College, May 1994
Capstone Mortgage Loan Origination and Capstone Mortgage Loan Processing  
Certifications
Colorado Notary Public    Expires Nov 2014
ServSafe                        Expires Apr 1014
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