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Objective________________________________________________________________________
My goal is to obtain a position in a growth oriented company that provides rewarding responsibilities and enables me to utilize my extensive skill set. I am seeking a customer service, data entry, administrative clerical, and or analyzing data profession, with an incomparable company which will lead to future progress while impacting the hospitality industry with emphasis on customer service.
Profile___________________________________________________________________________
Independently managed a pipeline of accounts, which included the data input of up-to-date, and accurate information into the company systems. I am a detail oriented, tenacious worker who appreciates working in a professional manner getting my job done the way it needs to be done.

Core Competencies_______________________________________________________________
· Possess excellent knowledge of customer hospitatlity guidelines, policies, and procedures in multiple departments

· Excellent command over verbal and written communication 

· Ability to develop and implement competitive account services and programs 

· Highly skilled in data analysis, data entry, management and daily reporting

· Ability to handle multiple tasks and maintain confidentiality 

· Proficient in meeting deadlines and work independently or in a team environment 

· Skilled in Microsoft (Word,Powerpoint,Excel,Outlook)

· Willingness to learn new skills 

Professional Experience____________________________________________________________
RESERVATION/AUDIT REPRESENTATIVE
· Ticketing/Reservation/Auditing Flights
· Responsible for following FAA Regulations when boarding and deboarding flights
· Assembled all required documentation for flight departures 

· Ordering all required verifications and conducting follow ups with the customer or internal contacts as needed,

· Perform high volume, time sensitive tasks related to the reservation documentation process which includes researching and problem solving to ensure compliance with customer loyalty quality and timeline standards

SALES SUPPORT/ACCOUNT ANALYST/IMPLEMENTATION

· Oversee front-office operations and provide impeccable customer service :

· Responsible for the review of applications and contracts to ensure stipulations and conditions have been met and are in adherence to company policy.

· Collecting and analyzing client information and trends to recommend products or services that best meet client needs.

· Act as a liaison between the client and company to ensure the delivery of quality services to meet client needs. 

· Establishing timelines and tracking ongoing projects to meet required guidelines.

· Promoted after 1 year for exceptional work ethic and dedication for account analyst:

· Responsible for managing, controlling and monitoring inventory at company’s production site.

· Providing customer with follow-ups through email, fax, or outbound calls. Placing the needs of contractors/customers first whether external or internal.

· Routinely handled as many as 200 contacts a day (5,000 per month) in a customer oriented organization. Averaged lower than a .001 percent complaint rate and was given “Employee of the Month” award in a 6 month of employment. Received four merit increases.
EXCEPTIONS & ADMINISTRATIVE/CLERICAL

· Manage all aspects of day-to-day operations as exceptions administrative representative.
· Research and analysis 

· Denial and entry correction/reinstatement

· Finances: accounts payable/receivable, invoicing.
· Met sales and achieved referral goals by identifying and selling associated services beneficial to customer needs.

· Participated in promotions and sales activities to ensure companies growth

· Reconciling accounts/ledgers

· Maintained general department databases.
Employment History 
d.i.a 8500 Pena Blvd Denver,CO 80249
Reservation/Auditing/Customer Service



2013-current

arris group – 9800 E Geddes Blvd Englewood, CO 80112

Sales support/Business account analyst/Implementation



2002-2008
Qwest Wireless – 1900 Lincoln St.  Denver, CO 80247

Exceptions, Customer Service/Administrative/Clerical 



1999-2002
Educational

AURORA COMMUNITY COLLEGE  

Associate of applied science          





 2013-current
SMOKEY HILL HIGH SCHOOL 

High school diploma




GPA: 4.2

8/1997-5/1999
Four year high school requiring 22 credits to graduate
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