Rainey Hall 						303-880-1078					        hallraineyk@gmail.com
	
PROFILE:

A self-motivated, energetic, and creative individual who enjoys learning, challenges, and working with people.  An individual with skills to build client base and to retain them.   


· Analytical
· Organized
· Reliable
· Results skills
· Detail-oriented
· Problem Solver
· Customer Service
· Innovative
· Public Speaking	
· 
EXPERIENCE:

Assistant
10til2/Smooth Transitions, Denver, CO						2013-present
· Sort and pack personal belongings of individuals downsizing and moving to assisted living.

Administrative Assistant III
Colorado Division of Gaming, Cripple Creek, CO					2004 - 2012

· Examined license applications and required documentation for validity and accuracy thereby decreasing customer wait time by 18%.
· Conducted basic financial and criminal background checks.
· Accomplished resolution of complex criminal matters.
· Completed special projects such as developing office training manual.
· Entered statistics into state and national crime databases.
· Conducted daily accounts receivable and deposits.
· Organized Employee Appreciation parties.

Assistant
Costello Street Coffee House, Florissant, CO					2005 - 2007

· Responsible for end of day duties including balancing cash register, cleaning and stocking.  

TECHNOLOGY: 

· Basic Word, Excel, PowerPoint, Outlook, Facebook, LinkedIn, and blogging. 
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VOLUNTEER:

Author: Currently working on, and learning best techniques, for marketable first manuscript and short story submissions. 
Correspondent: (12/12-6/13) Ute Country Newspaper.  Excellent writing skills increased circulation by 15%.  
Planned: (2 years) children’s events and assisted with retreats for military families at Welcome Home Warrior. This included locating or creating age appropriate, stress relief, and confidence building games and activities. 
[bookmark: _GoBack]Organized: (8 years) Parades: My first was called, “the biggest and best” by local newspaper and city manager; Rodeos included working with law enforcement, stock contractors, county government, and fire department.  Attendance was above two-thousand, with lower costs/more profit than previous performances; Writer’s seminar: Guest speakers were said to have been better than any seen in a “long, long time”; Fundraisers included craft fairs with sold out booth spaces and cold-calling on businesses.  Non-profit for Teller County Animal Rescue brought in more money than previous fundraisers, and most important, education to a large number of the public. 
Educated: (12 years) taught classes to young children, teens, and adults.

EDUCATION:

Associate of Applied Science-Land Surveying, Denver Institute of Technology, Denver, CO
