Jeannine F. Holloway

18131 East Caley Circle

Aurora, Colorado 80016-1175

Mobile:  (303) 918-1730  

jeanninefriedman@hotmail.com
EMPLOYMENT HISTORY:

April 2012 To

RECEPTIONIST / ADMINISTRATIVE SUPPORT

August 2013

Western Development Group, LLC, Denver, Colorado 80206

· Fielded telephone calls, received and directed visitors, opened the office daily.
· Performed administrative and office support activities for multiple departments.
· Utilized extensive software skills, internet research abilities and strong communication skills both written and verbal.
· Utilized strong administrative skills and exemplary PC skills.
· Assisted with event planning.
· Maintained solid customer/client/tenant relationships by handling questions and concerns with speed, accuracy and professionalism.
· Sorted and distributed incoming deliveries, material and mail.
· Maintained company calendar.
· Set up conference rooms for meetings.
· Routinely re-ordered company office supplies.

January 2006 To
ADMINISTRATIVE ASSISTANT / OFFICE MANAGER

March 2012

Cherry Creek Partners, LLC, Denver, Colorado 80206

· Provided high-level administrative support by conducting research, preparing reports, handling information requests, and performing clerical functions such as preparing individual and mass correspondence, receiving visitors, arranging conference calls, scheduling meetings and coordinating special events. 
· Assumed receptionist duties, greeted public and referred them accordingly, answered phones, routed calls, and took messages.
· Oversaw and maintained in-house computer system.
· Oversaw various email accounts and prioritized responses by level of urgency.

· Maintained accurate accounting associated with investment property management duties.
· Distributed incoming mail and prepared outgoing mail.

· Typed and word processed documents as needed.

· Monitored and maintained business inventory.

· Monitored and maintained mailing lists.

· Produced reports as requested.

· Maintained appropriate relationships with upper management, internal and external customers.

· Facilitated special event registration and execution.

· Assumed additional responsibilities as requested or assigned

June 2004 To

ANNUITY SERVICE REPRESENTATIVE III

December 2005
Metropolitan Life Insurance Company, Denver, Colorado 80201

· Initiated daily written and verbal communication with clients to address account  

inquiries, complaints and resolve account-related issues in accordance with legal and regulatory requirements.

· Researched and retrieved appropriate documentation in response to clients’ inquiries and/or complaints.




-     Processed financial and non-financial transactions on Tax-Sheltered Annuity contracts

including but not limited to asset withdrawals, fund transfers, allocation changes, systematic program maintenance, annuitant changes, cost basis quotes and beneficiary changes.

· Quality-checked associates’ transaction processing.

· Exceeded 98% company quality standard.

· Created training manual where none previously existed. 

· Assumed additional responsibilities as requested or assigned

December 1998 To
 INVESTOR SERVICE REPRESENTATIVE

June 2004                  Janus Capital Group, Denver, Colorado 80246

· Initiated daily written and verbal communication with investors to address account inquiries and resolve account-related issues.

· Responded to phone inquiries regarding detailed fund and account information.

· Processed various account requests received by phone and written communication.

· Assisted in negotiating legal and regulatory requirements to transact business on accounts.

· Researched and retrieved appropriate documentation to provide thorough and accurate responses for investors.

· Quality-checked associates’ written correspondence and verified the accuracy and timeliness of the information being provided to investors. 

· Documented errors in written correspondence concerning content, relevancy and grammar, while providing continuous, consistent feedback to fellow associates.

· Exceeded 97% company quality standard.

· Assumed additional responsibilities as requested or assigned.

June 1997 To   
 ACCOUNT CLEARING HOUSE SPECIALIST

November 1998   
 Janus Capital Group, Denver, Colorado 80246

· Reviewed and handled all investor transaction requests by utilizing departmental procedures and CRT facilities in accordance with legal and regulatory requirements.  Such transaction requests would include but not be limited to:  ACH establishment and/or maintenance, as well as problem research and resolution.

· Maintained and attended to the daily resolution of departmental reversal report. 

· Provided the Reconciliation Department with detailed accounting of ACH              transactions, adjustments and returns.

· Provided ACH-related assistance to internal customers via the ACH Help Desk.

EDUCATION:

September 1991 To 
Denver Academy of Court Reporting
December 1996       
Denver, Colorado 80221

· Associate of Applied Science Degree For Medical Transcription
· Maintained a 4.0 GPA, while employed full-time throughout academic career.

September 1984 To 
Rutgers University
May 1989
       
New Brunswick, NJ 08902

         
-    Bachelor of Arts Degree in Psychology

         
-    Sociology Minor

         
-    Attended University full-time, while employed full-time throughout academic career,  

                paying all college tuition and expenses.

FORMER CERTIFICATIONS: 

-    Series 6 License

-    Series 26 License

-    Series 63 License

COMPUTER SKILLS:  


-    Proficiency with Microsoft Office software.
-    Type 75 WPM
REFERENCES:  Available upon request.

