RUTH L. FREYTA

 ( (303) 717-4768 ( rlfreyta@gmail.com


ADMINISTRATIVE SUPPORT PROFESSIONAL

Leading Others through Example and Service
A proven office and account manager adept at successfully responding to ever-changing environments and situations. Able to work with, motivate, and mentor diverse teams, while leading by example as an individual contributor.  Consistently works well in high-pressure situations, constantly seeking new challenges and determined to provide process improvements. Extensive technical knowledge and business acumen providing the background to quickly assess and utilize the appropriate response to meet the specific needs of the business requirement at hand.
Areas of Expertise
Client Collaboration • Attention to Detail • Excellent Organizational Skills • Focused and Results-Oriented
Client Relationship Management • Problem Solver • Productivity Improvement • Critical Thinking

Team Building • Customer-Service Oriented • Interdepartmental Relationship Management

ISO Standards and Sarbanes Oxley, knowledge of and experience in Audits
professional experience
APEX PLUMBING, Inc., Wheat Ridge, CO
Office Assistant/Receptionist, 2013-2014
· Supported all internal and external customers in relation to scheduled work to be done.
· Utilizing goggle calendar to set up and schedule all new jobs and make changes to scheduled work.
·  Reviewing all customer proposals, confirming with the client the scope of the work to be completed answering any questions.
· Enter new customers and/or edit existing customer information into the database.

· Update any pertinent information as job notes into the database.

·  Review, scan and save contracts to job specific records in the database.

· Collect payments and/or arrange for payments to be made at the time of scheduling, post to customer account.

· Review each scheduled job prior to start to insure all required documents have been received.

· Utilizing Nex-Traq daily review of crew vehicle destination and labor hours and update reports.
JEFFERSON COUNTY – OFFICE OF THE PUBLIC TRUSTEE, Golden, CO


     

Deputy Public Trustee 2011-2013
· Supported and educated all internal and external customers in relation to releases of real estate deeds of trust and foreclosure administration, based on statewide statutes.
· Collaborated across cross-functional teams, working with numerous professionals and organizations to receive, review, proof and submit required documentation for new foreclosures and releases of deeds of trust, in compliance with state statues.
· Clerked weekly foreclosure auctions, completed sales documentation for title transfers, as well as financial postings for dispersing of funds.
· Generated and maintained various foreclosure reports for our public website.
Key Accomplishments:

· Adeptly managed work objectives and drive performance across an organizational unit, adhering to the scope of various established guidelines. 
· Reviewed all new foreclosure information, submitted required documentation and ensured all information was accepted and entered into the appropriate system.
· Successfully proofed all new foreclosures, legal descriptions and newspaper foreclosure publications prior to being published to ensure no errors occurred. 
LENDER PROCESSING SERVICES, INC., Westminster, CO




     

Real Estate Owned (REO) Preservation Technician, 2009-2011

· Answered inquiries and managed customer relations with clients interested in properties serviced by the company.

· Responded and provided timely information regarding preservation work updates as assigned to technicians across the organization.

· Provided client property status updates using various client programs.

· Create and review various reports to ensure that all work requested by client had work orders issued and assigned to technicians for completion.

· Reviewed, sorted and managed incoming utility mail, and processed for payment as needed.

· Secured new utilities for new properties as a result of team or customer request.


Key Accomplishments:

· Collaborated across client programs, creating, reviewing and updating various aspects of client property preservation orders.

· Managed punch lists and ensured all contracted work was completed within specific timeframes and according to quality control procedures.

ICE-O-MATIC, Denver, CO

Key Accounts Manager, 1985-2009

· Maintained, cultivated and managed all key direct accounts, including major names such as Starbucks, Subway, 7-Eleven, Qdoba and Costco.

· Managed all government contracts and customer net pricing, resolving any billing and shipping discrepancies, as well as payment issues. 

· Oversaw and monitored all off-site warehouse inventories, replenishing equipment as needed.

· Accepted, entered and processed all domestic and International product orders, with adherence to client store requirements, schedules and export documentation.

· Managed and supplied to client, various sales and budgetary reports.
Key Accomplishments:

· Enhanced operations and maintained profitability through development of analytics using complex sales and budgetary reports for submission to various management personnel.

· Worked trade shows and represented the organization, answering questions, providing literature and obtaining contact information for possible new clientele.

· Meet with clientele to help identify their individual reporting needs and compile data to create organizational presentations that fit their specified needs.
· Developed materials and trained new employees on operating systems such as QAD/AS400.

EducatioN 
Administrative Medical Assistant Certificate 
Front Range Community College, Westminster, CO

Professional CERTIFICATIONS
Notary Public – State of Colorado
technical expertise
· Microsoft Office Suite (Proficient in Word, Excel and Outlook) 

· MAC Operating Systems
· Quicken 
· Various operating systems, including: GTS, QAD, AS400, FIELDSCAPE, RESNET, and CYPREXX
· VCMS-VU Multi-line phone system
· 10-Key/Copiers/Scanners/Check Scanners

· ISO audits and procedures

