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1911 W 102nd Ave
Thornton, CO 80260

  





               
                 s.a.martin2296@gmail.com
Phone: 303.957.7571

Professional Overview

I am searching for a company that desires success for those around them and provides an environment for growth and opportunity. A company that is looking for a detail oriented, independent, organized, and motivated employee; a type of company looking to offer a career and not another job. 
Core Qualifications

Relevant Skills and Accomplishments
Western Regional Floater

· Relocated to seven different locations, doing a total of 17 different employee’s jobs.
· Relied on for quality, quick learning and professionalism.
· Assisted in re-writing the training manuals, emergency procedures and operations manuals for seven different contracts.
· Monitored and recorded employee badge reports bi-weekly to multiple departments, as well as special reports for investigating any fraudulent time clock recordings.
· Acted as an assistant manager to two locations that had multiple employee complaints.
Mail Coordinator

· Organized and sorted incoming USPS mail (300-4,000 pieces) by hand as well as using an Agissar on a daily basis.
· Sorted and then scanned or delivered USPS, UPS, FedEx and Carrier mail in six (6) different locations for three (3) different contracts.
· Researched suspicious mail or unidentifiable mail; attended multiple training courses in suspicious mail handling.
· Cleaned, organized and maintained mailroom equipment and records.
· Managed large pallet/skid shipments; moving and storing large quantities of equipment.
· Created spreadsheets to help organize, maintain and record outgoing shipments, incoming shipments, and interoffice mail deliveries.
Administrator/Clerk/Records Coordinator

· Researched and provided analysis for vehicle repair services

· Managed the repair and maintenance for ten company fleet vehicles

· Multitasking proficiency for the CEO and five managers 

· Responsible for outsourcing janitorial functions

· Supervised daily deposits and customer balances

· Validated digital documents; succeeded in accuracy, speed, and quality

· Managed large quantities of confidential employee information; review, scanning, filing, sorting and storing via IRON MOUNTAIN.

· Utilized multiple company systems to research information for Employee and Company Audits.

· Assisted in the updating the records system from paper to electronic; allowing staff to search for specific information more effectively.
· Software Proficiency: Outlook: 97%, Xcel: 87%, Power Point: 83%, Microsoft Word: 97%, WPM: 52

· Operating Systems: Windows 95/98, XP, 2000, 2003 and Windows 7.

Retail/Customer Service/Receptionist

· Illustrated exceptional phone conduct
· Recorded and contacted employees for deliveries or visitors
· Coordinated job scheduling, customer payments, and interviews
· Assisted walk-ins, visitors, and venders.
· Obtained three OCS rewards and bonuses within first 90 days
· Increased written and verbal communications
· Calculated inventory and reported results to managers
· Used Cisco, an intergraded phone system that was tied to the computer, to answer incoming calls and make outgoing calls.
· Adapted to a fast paced call center, answering and assisting 100 + calls a day.
Compliance/Quality Assurance

· Improved QA processes, focusing on legal compliance which increased sales and decreased violations
· Audited sales and customer service calls for legal compliance
· Investigated fraudulent orders, tracked fraud locations and reported results
· Managed badge reports for 60+ employees; recording date, time, number of uses and in which location.  Reported findings two times a month for 18 months.
Employment History

OPBS Business Services - Western Region Floater (2011-2013)
Data Entry Clerk/Scanner/Receptionist (2010-2011)
Jasper Contractors – Administrator (2009-2010)
Abacus/Epsilon – Receptionist (2009)

Dalbey Educational Institute- Customer Service Rep and Quality Assurance Rep (2007-2009)

Alliance Data Systems - Credit Services (2006-2007)

Education

Enterprise High School - Diploma Received (2005)
Legacy High School - Broomfield, CO (2002-2004)
Excellent attention to detail


Critical thinker


Planning/coordinating


Team player


Hands-on and proactive


Exceptional customer service skills 








Very friendly with a positive attitude 


Extremely loyal and dependable 


Hard working and self-motivated


Quick learner and Organized


Great time management and multi-tasking skills 


Strong ability to navigate information on computers












