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Exp e rie nc e d  Re sults-o rie nte d , stra te g ic  sa le s p ro fe ssio na l with 10+ ye a rs in the  c usto me r se rvic e  a nd

sa le s.

Se lf-Sta rte r

 Stro ng  a tte ntio n to  d e ta il

 Gre a t o rg a niza tio na l skills

 Pro fic ie nt in le a d e rship  skills

 Ab ility to  wo rk we ll with o the rs

 Mo tiva te d  to  c o mp le te  multip le

ta sks a t o nc e

We lc o me  c ha ng e  a nd  c a n e a sily

a d a p t, a lo ng  with c ha lle ng e s a nd

g o a ls

Stro ng  p ro b le m so lving  skills

Exc e p tio na l time  ma na g e me nt

skills

Ab ility to  c o mp le te  wo rk within a

re q uire d  time  fra me  a lo ng  with

wo rking  with a  d e a d line  p ro vid e d

Pro fic ie nt in Mic ro so ft Wo rd ,

Exc e l,Po we rPo int

12/ 2017 to  05/ 2018 Clie nt ma na g e r/ In- house  loa n offic e r

Re sults Mortg a g e   Ed ina , MN

Wo rk c lo se ly with o ne  o f Minne so ta 's la rg e st Re a lto r te a ms to  sc re e n a nd

c o nve rt the m into  ho me  b uye r le a d s a nd  the n fo rwa rd  to  re a lto rs a nd  lo a n

o rig ina to rs. 

Use d  CRM syste ms to  c o mmunic a te  with a  te a m o f 15 re a lto rs a nd  8 lo a n

o ffic e rs o n sta tus a nd  d e ve lo p me nt o f le a d s a nd  c o nve rting  to  ho me

b uye rs

He a vy inb o und  a nd  o utb o und  c a lling  re sp o nsib ilitie s 100+ c a lls p e r d a y

08/ 2017 to  12/ 2017 Assoc ia te  Re c ruite r

Se le c Te c h  Blo o ming to n, MN

So urc e , inte rvie w, a nd  se le c t a p p lic a nts fo r te c hnic a l p o sitio ns

Write  jo b  d e sc rip tio ns

Ma tc h a p p lic a nts to  jo b  o p e ning s

So urc e  fo r future  jo b  o p e ning s

List jo b  p o sting s o n jo b  b o a rd s, so c ia l me d ia , c o rp o ra te  c a re e r we b  site s,

a nd  o the r p o ssib le  c ha nne ls

Vie w a p p lic a tio ns

Ca ll a p p lic a nts a nd  p e rfo rm p ho ne  sc re e ns

 

 

 

 

Ha ve  a p p lic a nts c o me  in fo r fo rma l inte rvie ws

Inte rvie w a p p lic a nts



Cre a te  p o rtfo lio  o f p o ssib le  c a nd id a te s fo r hiring  ma na g e r

Che c k re fe re nc e s

Info rm c a nd id a te  o f c o mp a ny's d e c isio n

Co mp o se  o ffe r le tte rs a nd  ne g o tia te  sa la ry

Info rm a p p lic a nts no t c ho se n o f c o mp a ny's d e c isio n

Pa rtic ip a te  in imp le me nting  ne w re c ruiting  te c hno lo g y, suc h a s a p p lic a nt

tra c king  syste ms a nd  sc re e ning  to o ls.

05/ 2017 to  12/ 2017 Consume r Re la tionship Spe c ia list

Sle e p Numbe r  Minne a p o lis , Mn

He lp  e a c h a nd  e ve ry c usto me r with a  p o sitive  a nd  up b e a t a ttitud e

Me e t ne w a c c o unt g o a ls

Pe rfo rming  o the r d utie s a s a ssig ne d  b y ma na g e me nt to  ma ximize

c usto me r sa tisfa c tio n

Re sp o nd  to  a nd  a nswe r a g e nt a nd  c usto me r inq uirie s, p ro vid ing  a  p o sitive

a nd  me mo ra b le  c usto me r e xp e rie nc e  a s we ll a s “ o ne  a nd  d o ne ”  se rvic e

whe ne ve r p o ssib le

Re g ula r c o nta c t with e mp lo ye e s a c ro ss the  o rg a niza tio n

Ma inta in a c c ura te  re c o rd s o f inq uirie s a nd  a c tio ns.

06/ 2016 to  04/ 2017 Consume r Ca re  Assoc ia te , Re te ntion/ Conve rsion

Colopla st  Minne a p o lis, MN

Re sp o nd  to  c linic ia n a nd  c o nsume r inq uirie s a nd  c o nc e rns via  p ho ne ,

e ma il, a nd  le tte rs in a  p ro mp t ma nne r a c c o rd ing  to  e sta b lishe d  se rvic e

me tric s Ac q uire  a nd  d e mo nstra te  a ll ne c e ssa ry sub je c t ma tte r e xp e rtise  to

p ro vid e  re sp o nse s re g a rd ing  p ro d uc t a p p lic a tio n a nd  p ro b le m re so lutio n

to  c linic ia ns a nd  e nd -use rs

Cro ss se ll a nd  up se ll o sto my a nd  c a the te r p ro d uc ts

We ll ve rse d  in CRM c o mp ute r syste m

Ac c ura te ly a nd  tho ro ug hly d o c ume nt e a c h ne w e nd -use r

c o nve rsio n/ re te ntio n p ro file  in Co lo p la st syste ms a c c o rd ing  to  sta nd a rd

d e p a rtme nt p ro c e d ure s

07/ 2012 to  06/ 2016 Administra tive  Offic e  Ma na g e r/ Re c ruite r

Midwe st Ca rrie rs  Ea g a n, Mn

Co nd uc te d  a ll in p e rso n a nd  p ho ne  inte rvie ws

Ma na g e d  ne e d s fo r sta ffing  fo r a d ministra tio n a nd  d rive rs

Pro c e sse d  b illing  a nd  invo ic e s fo r the  c o mp a ny

Fo llo we d  up  with a ny c usto me r b ill c o nc e rns to  e nsure  the y we re

c o rre c te d  fo r o n time  p a yme nts

Po int o f c o nta c t fo r two  la rg e  truc king  c o mp a nie s

Ma inta in d a ily p e rso na l a nd  c o mp a ny g o a ls

12/ 2009 to  07/ 2012 Te a m Le a d

Cre dit Control  Ma p le wo o d  , Mn

Atte mp t to  c o nta c t 100-200 c o nsume rs d a ily to  ha nd le  o utsta nd ing

b a la nc e s

Wo rk with c usto me rs who  ha ve  b a la nc e s o f $200-$10,000 to  ma ke

a rra ng e me nts to  sta rt p a ying  b a c k the  to ta ls

Ma inta in mo nthly p e rso na l a nd  c o mp a ny g o a ls

Org a nize s d a ily ta sks to  b e  c o mp le te d  o n time



EDUCATION AND TRAINING

Co lle c t p a yme nts e le c tro nic a lly

07 Assoc ia te  of Arts: Vo c a l Pe rfo rma nc e

Mc na lly Smith Colle g e  of Music   St.Pa ul, MN, USA

05 Hig h Sc hool Diploma

Apple  Va lle y Hig h Sc hool  Ap p le  Va lle y, MN, Unite d  Sta te s


