Caroline Snow Le
8020 Stuart Street
Westminster, CO 80031
P- 214-277-2103      Email: csnowle09@yahoo.com
CAREER OBJECTIVE- Seeking for a career change that will lead me to long term success and opportunity to grow with a company.
EDUCATION- Bachelor of Science degree in Business Management, Everest University, Largo, Florida.    
Profile
Social Service Management - Managed $ 230,000.00 budget.  Provided free program services to the community.  Solicited, planned, and implemented promotional events.  Developed and nurtured Board Members.  

Human Resources Development/Management/Recruitment- Supervised 6 staff and 20 volunteers.  Screened, hired, trained all staff, and volunteers.  Ensured conformity to company policies, established practices, and safety standards.  Wrote performance objectives for all staff members. 

Facility/Operations Management- Operated well in wide span of control, directed a group of staff, volunteers, and the facility.  Monitored, maintained pertinent inventory and bookkeeping.  Assessed needs and established priorities.  Controlled inventory, purchased equipment, and supplies.

Retail/Banking/Finance- Developed strong communication and interpersonal skills.  Handled stressful situations with diplomacy.  Managed heavy work load.  Gained diverse knowledge of retail, banking operations and financial controls.
Personal Strengths- Superior communications skills and a desire to succeed.  Relate well with people at all levels.  Highly creative and adaptable to a variety of situations.  Ability to motivate staff to perform at top efficiency levels; to exercise prudent judgment in decision-making areas.  Strong analytical and problem solving skills.   

Professional Experience
GE Capital Retail Bank, Frisco, TX    9-2009 to 6-2012                         Call Center- Super Sales Specialist
Responsible for inbound calls from cardholders and stores regarding all facets of their credit card account; resolve credit inquiries on new accounts and authorize sales on existing accounts; perform all sales of credit related products; consistently provide superior quality of service; respond promptly to store and customer inquiries; handle high volume phone calls; disposition of credit applications and sales authorizations; provide account information; perform automated file maintenance; resolve billing disputes; effectively manage service levels.  Also, responsible for application processing and disposition; identify and use appropriate sources; promote sales for client or other company products to customer.  Maintain and improve customer and client relations.  Responsible and held accountable for effecting change to increase efficiency.
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FFSC, Inc.  (Non-profit) Frisco, TX     5-2009 to 9-2009                                        Front Office -Volunteer
Assisted in office administration; greeted clients, managed new client intake procedures, scheduled appointment, routed calls, filed, data-entry, copied of client documents, handled confidential information.  Performed other office related duties as required and assigned by Volunteer Coordinator, staff, and Center Director.                                                                                                         
ITT Technical Institute, Arlington, TX,   5-2007 to 6-2008                                     Director of Career Services
Supervised, recruited, hired, and trained staff.  Provided direction, and maintained on-going support.  Responsible for  identifying and qualifying potential graduates for our clients, negotiating wage rates with clients and graduates, as well as marketing and developing new clients,  screened resumes, cold calling clients, and networking.
ANFC, Inc. (Non-profit), St. Petersburg, FL,   5-2004 to 4-2007                             Center Director
Responsible for overall development, and direction of all program services; managed $230,000.00 budget, participated in the risk management and quality improvement programs.  Supervised, recruited, hired, and trained staff and volunteers.   Analyzed customer needs and developed targeted programs.  Launched assertive campaigns and increased program enrollments.  Outcomes resulted in meeting contracts’ requirements.     
ITT Technical Institute, Tampa, FL,   9-1999 to 4-2004                        Assistant Director of Career Services

Assisted Director of Career Services to plan, develop and maintain clients’ sources for students and graduates employment.   Sourced and searched on internet job boards; screened resumes, cold calling clients; networking.  Responsible for assisting the Director to identify and qualify potential students/graduates for our clients, helped with negotiating wage rates with clients and students/graduates, as well as developing new clients and marketing.

Progressive Staffing, Clearwater, FL 3-1999 to 9-1999                                        Accounts Receivable/ Billing

Assisted the Controller in preparing all aspects of the accounting functions that included:  prepared monthly bank reconciliation, maintained account receivable, billing, processed & printed payroll invoices, checked on ACH transmittal and daily followed-up with clients to confirm invoices.   

ITT Technical Institute, Ft. Lauderdale, FL 7-1998 to 1-1999                              Financial Aid Administrator

Interviewed and assisted prospective and current students to complete financial aid applications.  Advised and counseled students on alternative loan programs.  Contacted students to advice of impending delinquent loan status.  Conducted entrance and exit interviews with students, advised them providing repayment schedule calculations.  Collected student aid reports from active students.  

Special Training & Certificate Received:  

Risk Management * Advanced Supervisory * Managers & Supervisors * Workplace Safety * Best Practices of Personnel & Human Resources Assistant * Received SHRM certificate of course completion.
Computer & Other Related Skills include:

Microsoft Word; Microsoft Outlook; Microsoft Excel; Microsoft Publisher; Power Point; Windows 2007; Internet research; typing; filling; billing; bookkeeping; data entry;10-key calculator & cash register.
