MS. STEVIE D. MISHLER
820 Kimbark St. Unit E

Longmont, Co  80501
720-206-4799
SUMMARY
 I am experienced dealing with the public, have excellent customer service, written and oral communication skills. I am able to work independently, recognize tasks requiring attention and follow through to completion.  I possess a strong work ethic that provides a high quality, integrity, and productivity to my performance. I manage my time effectively, am detail oriented and have a professional appearance.
PROFESSIONAL EXPERIENCE:

ACCOUNT REPRESENTATIVE  May 2007 to present    Shoyeido Corporation  1700 38th St. Boulder, Colorado
                   •   sales of all natural Japanese incense from a 300 year old company based in Kyoto, Japan
                   •   servicing of an existing customer base of approximately 750 active national accounts, regular contact primarily by 
 
                        phone; taking orders; ensuring all data is correct for efficient processing by shipping and billing, i.e. product codes,
                       quantity, addresses.
                   •   soliciting, by phone, possible new customers and mailing promotional materials; approximately 20% increase of new

                            accounts
per month; an average of 1100 outbound calls per month to achieve this.
                   •   representing Shoyeido at the International Gift Fair in New York, August 2008 and February 2010 plus the annual 
                            International New Age Trade Show in Denver in June.
CERTIFIED PROFESSIONAL COLLECTION SPECIALIST  September 2005 to May 2007    BC Services  Longmont, Colorado

                         •   actively work and monitor all phases of collection route of approximately 2000 accounts, including legal accounts
                         •   a 40% increase in fees collected since December 2005

                         •   handling an average of 1700 inbound/outbound calls on a monthly basis

                         •   locate and verify assets to initiate further legal action when appropriate and necessary   •  skiptracing
                         •   arrange for debt payment with established payment schedules by means of checks and credit cards

             
   •   certified by the Association of Credit Collection Professionals in FDCPA and HIPAA

               MASSAGE THERAPIST   March 1996 to September 2005   Self Employed at offices in Colorado Springs, Lafayette and 

                   Longmont .Colorado

          •   marketing and networking to create and sustain a stable clientele


          •   thorough intake interview;  scheduling appointments; assessment of client condition/problem areas

                        •   verification of insurance benefits; insurance billing of workmen’s compensation and automobile accident claims;      

                            thorough documentation of SOAP notes;  follow up for timely payments; maintenance of detailed business records
                            for tax purposes and client contact/follow up

ADJUNCT INSTRUCTOR of MASSAGE THERAPY  March 2003 to May 2005   IBMC Ft. Collins, Colorado  & Golden       

                                                                                                      Institute of Massage   Golden, Colorado

                        •   instruction of students in massage techniques ( Swedish and NeuroMuscular), anatomy and physiology

                        •   testing and evaluation of students; maintaining records for grading and attendance purposes
SITE VISIT SPECIALIST CIGNA   February to December 2003,   Statewide for Medilert IRIS   Scottsdale, Arizona

                        •   coordinating appointments for on-site inspections

                        •   evaluation of medial providers’ ability to provide the services pertinent to their licenses and claims
                        •   inspection of required licensing and permits for facility             •   evaluation of HIPAA compliance
Additional experience in real estate, as a licensed agent and as an assistant , along with residential housecleaning.
EDUCATION:        •   Front Range Community College,  Longmont, Colorado  (to complete Associate of Science Degree)
                                  •   Muscle Release Technique – Michael Young, NCTMB  July 2002; *LaStone Therapy  2000;

                                      *Upledger Cranio Sacral Therapy I & II  1997;  *Judith Walker-Delany NeuroMuscular Therapy &

                                      Certification  1996               •  National Certification for Massage and Bodywork  1998

                                  •   Colorado Institute of Massage Therapy       Colorado Springs, Co.  1995      1150 hours

                                  •   Spiers Real Estate School   Colorado Springs, Co.    1993



        •   Regis College     Denver, Co.    Liberal Arts course of study

