Julie Malone
5469 Neighbors Parkway
Firestone, CO 80504
(303) 916-2261 cell

jmalonerealestate@gmail.com

SUMMARY OF QUALIFICATIONS

Dedicated, hard working and reliable professional with proven ability to work independently or as a member of a team.  Proven abilities shown in delegation of responsibility, supervisory roles and working within a team environment.  Looking to secure a long-term career within an environment which will utilize established skills and provide opportunities to develop new areas.

EMPLOYMENT HISTORY
COLORADO MEDICAL EQUIPMENT – Document Control Specialist and Training Coordinator

June 2017 to Present







Broomfield, CO
· Coordinate all activities related to the Document Control procedure, including manufacturing documents, drawings and quality system documents.
· Initiate and monitor the document control system by creating new documentation and modify as needed.
· Secure approvals and signatures within internal departments.
· Distribute approved documentation to the appropriate locations and suppliers as applicable. 

· Maintain document data in the manual system, ensuring all information is accurate and current.
· Maintain updated records of all approved and obsolete documents and their distribution. 

· Coordinate and monitor training activities to ensure compliance to standard operating procedures and regulatory requirements. 

· Maintain and update employee training files and training logs.  Communicate training requirements and compliance reports to company personnel.
HILL PETROLEUM, – Accounts Receivable Customer Service Specialist
November 2016 – May 2017






Arvada, CO
· Prepared reporting to notify clients when past due by 30, 60 and 90 days.
· Negotiated payment terms.
· Updated records to remove finance charges when applicable. 
· Assisted Accounts Payable with data entry.
FRONTIER AIRLINES, – Flight Attendant Recruiter (Contract Position)


March 2016 – August 2016






Denver, CO
· Reviewed resumes for advanced screening.

· Screened prospective candidates by phone and moved qualified applicants to the next level. 
· Attended mass hiring events and completed face-to-face interviews.

· Tracked all confidential information regarding prospective applicants.
LEPRINO FOODS – Customer Account Coordinator/Order Management Specialist/Meeting Planner
2007 – February 2016







Denver, CO
· Provided exceptional customer service to internal and external customers. Responsible for all aspects of order management including account set ups, data entry of customer orders, annual bid entry of government (USDA) account, ASN’s (Advance Shipping Notices), Requests for invoices in WBSCM (USDA SAP Portal).

· Interacted with all departments including Sales, Procurement and Logistics, Quality Assurance, Product Development, Credit, Treasury and Finance.  

· Resolved customer problems with quality, pricing, delivery, documents, credit or any aspect of service through coordination with our customers and various departments.  Coordinated the entry, return, and credit for sales returns during issues or product recalls.  Ensured that customer needs were met in a consistent, timely and professional manner, and that costs to the company were minimized.  Resolved customer adjustments.
· Ensured all customer impacts/complaints were entered in the impact log within 24 hours.  Proactively reviewed customer impacts and identified root causes and corrective actions to eliminate future impacts.
· Entered over 14,000 orders in 2015 with minimal impacts, broad knowledge of all Domestic Customer Service accounts.
· Developed SOP’s for USDA processes increasing productivity.
· Assisted Executive Administrative Assistant for CEO with their Leadership Meetings, Annual Meetings and Special Events.
LEPRINO FOODS – Audit Secretary
2005 – 2007
· Provided administrative support to manager and professional staff members of Audit Services.  Support included telephone coverage, mail distribution, expense reports, processing and maintaining departmental files, copying, word processing, spreadsheet preparation, making travel arrangements and ordering supplies.
· Assisted in the development of a variety of reports, including quarterly Audit Committee and statistics reports.  Developed a variety of personal computer programs to enhance reporting systems.
LEPRINO FOODS – Customer Service Representative
1999 – 2005
· Identified and resolved customer issues for my customer base (approximately 100 customers).
· Order entry, changes, entered credits/debits, sales returns.
· Developed, implemented and maintained SOP’s for the Sales Service Team.
· Coordinated new customer set-ups for my customer base.
· Worked with Credit Department to resolve invoicing disputes, negotiated and communicated resolution to customers as necessary.
· Managed weekly price confirmations for my customer base.
MALONE & ASSOCIATES, LLC – Employing Broker/Owner

2003 – Present

· Licensed Colorado Real Estate Broker working entire Metro Denver Area.

· Listing and selling of residential properties.
· Average sales of residential homes over $2.5M annually.
SKILLS/TRAINING

2014 American Real Estate College Employing Broker Designation 

2003 American Real Estate College – Real Estate License Obtained 
High School Diploma

Proficient in Excel, Microsoft Outlook, Microsoft Word, Some Power Point, Accounting Software & SAP Knowledge, Real Estate Software 
