LORRIE A. HOLLINGSHEAD
633 Chestnut Street, #68
Windsor, CO 80550
970-584-0818/ 970-686-6418
Lorrie0477@gmail.com

OBJECTIVE - Secure a challenging position where my skills are being utilized effectively to ensure my growth through the organization’s growth.

SKILLS SUMMARY

· Seasoned professional whose honesty and integrity provide for effective leadership and optimal business relationships. 
· Exceptional listener and communicator who effectively conveys information verbally and in writing.
· Innovative problem-solver who can generate workable solutions and resolve complaints. 
· Ability to manage multiple assignments and tasks, set priorities, and adapt to changing conditions and work assignments. 
· Computer-literate performer with extensive software proficiency covering wide variety of applications: Microsoft Office, Power Point, Citrix, Keystroke, QuickBooks, NextGen and several medical applications.

EXPERIENCE

Placement Representative/ Business Support Coordinator – February 2013 to September 2013
Banner Staffing Services, Greeley, CO

Provide support to the staffing associates by placing them in assignments and coordinating schedules which included, but not limited to:
· Managed other placement reps 
· Efficiently balances requests with available resources under tight deadlines and conflicting priorities
· Served as a liaison between both internal and external customers.
· Managed data as related to operations/schedules
· [bookmark: _GoBack]Produced monthly reports and provide them to the staffing team

Employment Solution Temporary Agency Assignments (MS OFFICE EXPERT)

Medical Administrative Assistant - September 2012 to January 2013
Colorado Rehabilitation and Occupational Medicine, Ft. Collins, CO
Administrative Assistant/ Receptionist – June 2012 to September 2012
Alpine Gardens & Fossil Creek Nursery, Ft. Collins, CO
Accounts Receivables – April 2012 to June 2012
Florida CirTech, Greeley, CO

· As a current, in-demand, employee for Employment Solutions I have served in administrative roles for corporate clients in diverse industries, including landscaping, computer manufacturing, and healthcare. Managing front-desk reception, surgery scheduling, medical billing, database administration, payroll, new employee training, creating weekly reports, meeting scheduling and expense/PO tracking.

Local Sales Support – August 2011 – January 2012
StarTek, Greeley, CO
Provide support to sales associates and IT personal which include, but not limited to: 
• Writing and submitting AT&T business orders
• Data Gathering and auditing files
• Order tracking from beginning to completion

Senior Relocation Consultant - April 2007 to June 2010
Graebel Relocation Services Worldwide, Aurora, CO
Relocation Counselor - April 2003 to April 2007
Weichert Relocation Resources Inc., Lakewood, CO

Provide high quality service to relocating employees and their families by understanding and supporting their relocation policies and objectives. Responsibilities include:
· Initial contact with relocating employees to discuss client policy and home sale Buyer Value Option and Guaranteed Buyout Option programs.
· Ordering of household goods, inspections, corporate housing, broker market analysis, and destination referrals.
· Liaison and follow up between sales associates and clients.
· Review of inspections, offers, and purchase and sale agreements with transferees.
· Complete property purchase agreements and second listings.
· Process miscellaneous allowances and equities.

Relocation Associate - May 1999 to October 2002
SIRVA Relocation Inc., Denver, CO
Provide high quality service to relocating employees and their families by understanding and supporting their relocation policies and objectives. Responsibilities include:
· Support Account Executives
· Answered phones
· Directed presentation for training of Gap, Inc. Real Estate Agents.
· Select appropriate agents for the destination services.
· Collected and processed referral fees (averaging a 98% capture rate).
· Maintained phone contact with real estate agents for updates.
· Provided high quality service several VIP accounts.
 
EDUCATION

Jones Real Estate College, Denver, CO
· Brokers Real Estate Course, January 2000
· Obtained Broker’s License
Community College of Denver/Metropolitan, Denver, CO
· Associates in General Studies/ Sociology,  January 1999

REFERENCES

Available upon request
