Amanda L. Kallenbach
649 Sunbird Lane, Berthoud, CO 

720-885-0972 Cell

akmorningglory@gmail.com
Objective:

To utilize my skills and abilities with a community based employer and to be a efficient in everything I do.

Qualifications:

50WPM, Proficient in all MS Office programs, operate a forklift/pallet jack, lifting abilities of up to 50lbs, excellent phone and customer service skills, working independently, managing customer account, HR abilities, Completed Medical Billing Course, DOT Rule and Regulation Compliance.

Education:

U.S. Career Institute



2009-2010

Westwood College of Technology

2003-2004

Front Range Community College

2003

High School Diploma



2003

Employment:
Navajo Express



March 2013-April 2013

Denver, CO




Driver Recruiter
Responsibilities:


Review incoming driver applications


Determine qualified candidates


Process applications in a timely manner


Contact potential drivers via phone/email


Schedule travel to orientation


Maintain communication 24/7 via phone/email

JBS Carriers




May 2012- Feb 2013
Greeley, CO




Driver Recruiter
Responsibilities:


Review incoming driver applications


Determine qualified candidates


Process applications in a timely manner


Contact potential drivers via phone/email


Schedule travel to orientation


Maintain communication 24/7 via phone/email
Aspen Personnel Service, LLC

July 2011- May 2012
Longmont, CO



Account Manager
Responsibilities:

            Marketing for new clients phone/email/remotely

Prescreening, interviewing, and Placement of new employees


Handling all reference checks, performance evaluations, counseling


Employees, reprimands, and employee terminations


Conducting in house drug and background screens

Create new job orders, managing existing accounts


Daily use of Fax, email, MS Office programs including Excel


Answering all incoming calls multi-line phone system


Handling all customer concerns and resolving issues


Submitting weekly payroll

Dollar Tree




April 2011- July-2011

Boulder, CO




Cashier/Stocker
Responsibilities:


Cashiering


Cash, Credit, and Check processing


Customer Service to resolve issues


Answering incoming calls


Placing future orders for pick up


Zoning and stocking of merchandise

Stay at Home Mother/Part-time Student
March 2009 –April 2011

Amato Wholesale Florist


Oct. 2008- March 2009

Denver, CO




Receptionist/Data Entry
Responsibilities:


Answering multi-line inbound calls, transfer to the right person/dpt.

Placing and entering orders in computer system


Filing various paperwork


Daily use of Fax, Email, and MS Office programs


Updating past due accounts via Excel


Entering purchase data in spread sheets

Traffic Signal Controls, INC.

Sept. 2007- July 2008

Longmont, CO



CDOT Inside Sales Rep
Responsibilities:


Basic traffic engineering sales department


Took all inbound sales calls


Placed orders for USDOT and surrounding Cities and Counties for


Colorado, Wyoming, and Kansas


Work future orders via blue prints and spread sheets, including bidding the jobs

References: Upon Request
