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OPERATIONS MANAGEMENT
Profile
· B.S. Degree in Business Administration, Management emphasis.
· Business management, customer service and property operations background.

· Proven collections, reporting, business development, portfolio management and risk assessment experience.
· Holder of Colorado Life & Health License.
· Have performed 120 hours of community service at Haven of Hope distributing food, washing dishes and cleaning facilities.
· Maintain excellent physical condition and have been a varsity soccer player and a competitive roller hockey participant.
Professional Experience
Property Manager, Lone Tree Townhouses, Arvada, CO
2010 - 2012
· Successfully maintained property and grounds.
· Collected rent from tenants and tracked payments utilizing IT spreadsheets.
Financial Representative Intern, Northwestern Mutual, Denver, CO
2009 - 2010

· Developed/managed portfolios, analyzed risks and costs of living and studied business models.

· Produced wealth management strategies for clients and wrote reports on applicable criteria.

· Trained on fee schedules, phone sales, document processing and administrative duties.
Caregiver & House Maintainer, Juniper Village, Louisville, CO
2009 - 2010
· Effectively assisted residents with daily activities.
· Assessed care plans and developed resident care charts.

· Maintained resident information currency.

Seasonal Stock Coordinator, The Home Depot, Louisville, CO
2009

· Pulled orders for contractors and loaded trucks.
· Operated forklift to relocate materials and studied charts to maximize delivery efficiency.

Cashier, Abercrombie & Fitch, Denver, CO
2007 - 2009
· Provided customer service, processed financial transactions and answered questions.
· Ensured organization of cash register area.

Education
Bachelor of Science - Business Administration, Management emphasis, Regis University, Denver, CO 
Classes included Management in Society, Public Relations, Administrative Business Law, Introduction to Statistics, Intermediate Statistics, Public Policy, Macroeconomics, Public Speaking and Microeconomics
