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	Work Experience
	Nov 2012-current
Effective Debt Recovery
Broomfield, CO

Skip Tracer

· Responsible for taking large batches of data from clients in regards to people who have liens, and using skip tracing services to find additional information regarding how to reach them.

Feb 2010-Apr 2011
Onward Healthcare
Albuquerque, NM

Credentialing Manager and Payroll Coordinator

· Hired on as a full time employee to Onward via Office Team; see below for information on job duties.

May 2008-Feb 2010 Office Team
Albuquerque, NM

Temporary Agent (contract)
· Onward Healthcare: Employee Credentialing Manager & Payroll Coordinator. Responsible for maintaining personnel files and ensuring that newly recruited healthcare professionals were properly licensed. Handled employee timesheets and payroll. Handled all Employee Management, Scheduling, Orientations, HR Duties, and various other duties as assigned.  Heavily worked with clients to Train, Orient, and Manage employees.


	
	July 2007-April 2008 Manpower
Albuquerque, NM

Temporary Agent (contract)
· Cardinal Health: Accounts Payable.  Processed and audited dropship invoice exception using specialized software.

· Xerox: Logistics and Production. Honeywell branch.  Responsibilities included mail distribution, sorting, shipping, and document/proposal production.

	
	March 2007-May 2007 Convergys
Albuquerque, NM

Customer Service Representative (contract)
· Assisted merchants in regards to activating new cell phone service for Cingular/AT&T wireless.
October 2006 – February 2007 Client Logic                   Albuquerque, NM
Gamemaster (contract)
· Worked on a campaign run by Client Logic for Blizzard Entertainment as a gamemaster for World of Warcraft.  Processed incoming tickets and assisted gamers with a wide variety of in game issues.
May 2006 – October 2006 Desert Hills                           Albuquerque, NM
Milieu Counselor (contract)
· Desert Hills is a residential treatment center for minors with behavioral problems. As Milieu Counselor I was responsible for directly supervising the residents.  I helped them deal with day to day issues and modify their behavior patterns.

	
	

	Education
	2012-current                Front Range Community College
Broomfield, CO

· Continuing Education

· Currently 4.0 GPA
1992-1997
New Mexico State University
Las Cruces, NM

· 3.15 GPA; Associates Degree Pending 80+ credit hours, 

· Risk Management Officer, Lambda Chi Alpha 1994

· Ritualist, Lambda Chi Alpha 1995

1988-1992
Highland High School
Albuquerque, NM

· 3.8 GPA; Member National Honor Society

· Team Captain, JV Football team

· Member JV Wrestling team



	Software/Hardware Proficiency
Additional Skills
	Windows 98, Windows XP, Windows Vista, Windows 7, Adobe Photoshop, Microsoft Word, Excel, Powerpoint, Xerox Freeflow,  Macromedia Dreamweaver, Microsoft Outlook
Comfortable taking PC’s apart and rebuilding them.

Familiar with Xerox equipment including Nuvera 100, DocuColor 3535, DocuColor 252, Workcenter Pro 232-255

Natural leadership capabilities.  Ability to handle additional workloads.  Capacity to work alone or within a team environment to achieve goals.  Computer proficient.  Creative. Out of the box thinker. Good written and verbal communication skills.  Strong problem solving capabilities.


	Interests
	Computers, Reading, Writing, Web Design, Gaming, Music, Science Fiction.




