Crystal Holford                                                crystalholford@gmail.com
2022 Hermosa Drive
Boulder, Co  80304
(970) 213-3901
Objective

A career oriented dependable self starter, seeking a full-time position as an office professional, with 8 years of experience, where I can utilize my interpersonal and administrative skills.
Education

· Interstate Career College, Tucson,  AZ  Travel Business 
· General Education Diploma, Arizona Department of Education
· Flaggers Certification
Skills

· MS Office Suites-Word, Excel, CreditSoft
· Managerial Skills
· Reconciliation of Trust Accounts
· Personalized Customer Service; Strong Communication skills
· Professional Telephones
· Typing 35-45wpm
· Coordinating and Scheduling
Experience
Lead Negotiator, Resolve Credit Counseling, Boulder, CO
· Supervised debt negotiators
· Composed correspondence with creditors
· Handled all lawsuits; approved debt settlements
· Reconciled trust accounts
Office Manger, Out On a Limb Landscaping LLC, Tucson, AZ
· Created bid proposals
· Accounts payable/ receivable
· Answered inquiries in person and over the phone and provided information regarding ongoing jobs
· First point of contact for potential clients
Office Manager, BathCrest, Tucson, AZ
· Created bid proposals
· Accounts payable/ receivable
· First point of contact for potential clients; Scheduled jobs
· Answered inquiries in person and over the phone and provided information regarding ongoing jobs

Office Manager, Barnett & Shore LLC, Tucson, AZ
· Created Bid Proposals; Attended bid openings for Pima County as well as City of Tucson

· Scheduled jobs 

· Approved sub contractors bids for ongoing jobs
· Delivered samples for environmental testing 
· Answered inquiries in person and over the phone and provided information regarding ongoing jobs
· Handled  payroll for 25 plus employees

