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Office Administrator - Milestone Retirement Communities
Littleton, CO 80123
Jesseryanhahn@gmail.com
7202298336
Jesse is an experienced and energetic office administrative professional, with diverse experience in multiple industries. He has excelled in the performance of the broad duties of an office staff professional and is seeking employment with a dynamic organization where he may provide wideranging support services for a professional staff.
Work Experience

Office Administrator
Milestone Retirement Communities - Englewood, CO 2017 to Present
· Provide all administrative functions to support a large group of healthcare advocates, in a retirementcommunity of roughly 120 residents. 
· Under limited supervision, excelled in support functions that include answering incomingcalls, maintenance of files, coordination of office procedures, attending professional workshops, implementation of corporate practices, and report generation as required 
· Ensure the wellness and safety of all residents
Sales Support
General Steel Corporation - Littleton, CO
2008 to 2016
· Responsible for providing sales support to a staff of over 90 professionals 
· Charged with many facets of customer service, from initial call contact, through sales and retention • Excelled in all aspects of the position, including customer greeting, sales call routing, file organization, legal documentation, shipping, and document management
Office Administrator
Englewood, CO 2007 to 2008
· Responsible for the successful fulfillment of COBRA insurance continuation coverage documents forthe company's entire customer base 
· Recognized by corporate executive management for achieving timely and accurate project goals 
· Provided critical general office services in a fast - paced environment
Education

Colorado Community College
2007
Diploma
Chatfield Senior High School
2005
Skills

application software (Less than 1 year), Excel (Less than 1 year), Mac (Less than 1 year), Microsoft Windows (Less than 1 year), Outlook (Less than 1 year)
Additional Information

Skills 
· Microsoft Windows including Office Suite: Word, Excel, Outlook 
· Industry standard commercial application software • Mac OSX
