

	TRACY JIMENEZ

CAREER GOAL
“To obtain a position that will utilize my Business Administration and Human Resource skills.”

EDUCATION
Associates of Business Administration/HR 						      2011
American InterContinental University Online					      Hoffman Estates, IL
· Concentration: Human Resources
· Expected Graduation: September 2011
· Relevant coursework: Currently taking Recruitment, Selection, and Records Management and Visual Communication History classes. The following classes are finished already, Business Management I & II. Algebra I & II. Business Ethics and Principles of Accounting I. 

EXPERIENCE								
Kelly Services -2009-2011
· One point BPO	
· Boulder County Clerk and Recorder
· Larson Financial, Inc	
· Temporary Scanner
· Administrative Assistant									
· Performed daily grading of elementary school children tests
· Performed daily Data Entry
· Worked on a team of 12 people for the grading of the tests
· Managed my own time sheet and card on a weekly basis
· Managed the email for our team
· managed  a variety of Excel spreadsheets daily
· Performed on  Act on a daily basis
· Talked to current and future clients through email and phone
· Performed the daily updates on the system
· Performed Data Entry entering critical information into the computer 
· Sort though ballots for any incomplete ones and then put into a secure lock box.
· Sort through mailed ballots to make sure the envelopes matched the ballots.
· Managed two different screens while performing all of the work 
· Performed quarries throughout the United States for people or Companies in Debt with the IRS
· Preformed all the needed paperwork that had to be signed by clients

Administrative Assistant								        2007-2008
Tax Resolution Center                                        						     Boulder, CO
· Performed daily quarries and spreadsheets for people or Companies with Tax Debt
· Performed Customer Service and Data Entry 
·  Managed the Marketing Department
· Managed the Outlook email for the office
· Managed weekly spreadsheets

Office Manager										     2007                                    Show homes of America                                   						   Lafayette, CO
· Managed the office and was the first point of contact for clients and customers
· Managed the AP/AR 
· Performed all Legal paperwork for new or old Clients.
