


Kimberly L. Leep
2564 S. Clermont Street
Denver, CO 80222
303-758-3185
Flowerz72@yahoo.com
Work Experience
[bookmark: _GoBack]Presidential Worldwide Transportation 12/10 – 5/12
Customer Service Representative and Account Assistant
Answered phones and take reservations or answer customer complaints as needed
Help in dispatch with sending cars and drivers to the correct locations
Assisted with accounting in accounts payable and receivable. Also, did some payroll and collections.
Environment Control  8/09 – 10/10
Janitor, Customer Service Representative in the field and Front Office Manager.
Visited customers in the field to make sure the cleaning was up to their standard.
Worked in the front office reorganizing it so it would run smooth. 
Ordering all supplies, and making sure they were delivered to the correct location.
Accounts Payable and Receivable and payroll.
Kumpi Pet Foods  1/08  - 8/09
Personal Assistant to the owner of the company.
Shipping and Receiving of pet food.
Inputting new customers into QuickBooks and  processing current customer orders
Cleaned and reorganized office and home
Processed payments.

Education
Emily Griffith Technical College  5/1992 – High School Diploma 
Barnes Business School – 5/1993 -  Administrative Assistant
Skills
Have some strong skills in Excel and Word. Also, know how to use quickbooks.
Strong skills with the FastTak reservation system



