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· Dedicated and technically skilled business professional with versatile administrative support proficiency 
· Developed diverse skills through experience as an operations manager, business owner, and researcher
· Excel in problem solving, multitasking, and last-minute challenges with creative and organized solutions
· Offer advanced research skills in public records, specializing in surface and mineral ownership research
Key Skills
	Office Management
Teambuilding & Supervision
Independent Research
Patent to Present Chain of Title
Written and Verbal Communication
	Report & Document Preparation
Spreadsheet & Database Creation
Accounts Payable/Receivable
Bookkeeping & Payroll 
Microsoft Office and CRM
	Human Resource  Management
Records Management
Meeting & Event Planning
Independent Petroleum Landman
Expense Reduction


Experience
	Raymond James Financial Services, Inc.
	2010 to Present


Branch Operations Manager
· Primary liaison to customers and ensured a consistently positive customer experience
· Coordinating all office functions as the assistant to a Registered Financial Advisor
· Extensive research and analysis of various retirement plans and numerous investments
· Daily reports, in-branch money deposits/receipts and client account maintenance
· Developed efficiency-process improvements making  it possible to accommodate increasing responsibilities
· Decreased office expenditures and increased environmental awareness by altering office supply ordering

	Owner/Self Employed
	2004 to Present


Independent Abstractor 
· Grown research business and knowledge of land and mineral ownership as an independent landman/researcher
· Trusted researcher for title companies, energy industry companies, attorneys, appraisers, individuals 
· Independent contractor for: Stewart Title, Mile High Title Research, Colorado Records Sooner, RedVision, Heritage Title Company, First American, DRI Title, Indepth Solution, CLT, Inc., National Title, Synergy, Allen and Kirmse, Ltd., ProTitleUSA, Colorado American Title, Timberline Investment Company…
· Earned a reputation for maintaining a positive attitude and producing expedient, high-quality work 

	Gunnison Living Community
	2009 to 2010


Life Enrichment Provider
· Care/Activities provider for the elderly in a nursing home setting
· Trained in dementia care and Alzheimer’s patient care and participated in various restorative activities 

	Katie’s Cookery
	1999 to 2009


Owner/Operator/General Manager
· Obtained funding and started up successful local restaurant, event planning and catering company
· Responsible for all aspects of the business  while managing up to 15 employees
Education
	Western State College of Colorado, Gunnison, CO
	2003


B.A., Business Administration with Entrepreneurship Emphasis
