ROCHELLE (SHELLY) MEYER
2359 Moffat Pl.						(720) 448-1431
Denver, CO 80221
shellymeyer@live.com

EDUCATION
Everest College, Thornton, CO
Medical Insurance Billing & Coding Diploma
Program Completed: October 2010

PROFESSIONAL PRESENTATIONS (HIGHLIGHTS)
Microsoft Word		Microsoft Excel	Accounts Receivable	
Accounts Payable		60 WPM Typing	10-key by touch
Office Procedures		Switchboard		Customer Service
Act!

PREVIOUS EXPERIENCE

Alexander Industries, Arvada, CO		Apr. 9, 2013 - Dec. 13, 2013
Admin/Booking Coordinator
· Gathering information from clients to find motivational speakers
· Speaking to clients about upcoming events
· Adding speakers to database
· Adding speaker profiles to our national website
· Drawing up contracts for speaking engagements for clients and speakers
· Taking credit card payments and checks for speaker bookings

Celebritize You, Thornton, CO (Tampa, FL)		Apr. 2011 – Jan. 2013
Personal Assistant
· Writing articles and blogs for clients
· Creating websites for clients
· Creating Press Releases
· Creating and managing client social media accounts

Austin Escrow & Title, Westminster, CO		Apr. 2007 – August 2009
Title Processor						
· Searched public records and examined titles ranging in complexity to determine status of title or established chain of title
· Prepared worksheets and title reports
· Reviewed typed reports and addendums for accuracy and forwarding to Legal and Support staff
· Responsible for processing all title requirements in order to get the file ready to close, including: calling on property taxes and calling on HOA fees and water charges
· Responsible for ordering payoffs and surveys, clearing titles and preparing packages for settlement
· Contacted real estate agents and lenders while preparing file for closing

Global Career Management, Greenwood Village, CO	Aug. 2006 – January 2007
Client Service Representative
· Developed and built relationships with companies that may need new employees in the future
· Determined which client would be a best fit for the position
· Edited resumes and forwarded resumes to corporate positions

HVH Transportation, Denver, CO	Nov. 2003 – Aug. 2006
Secretary/Receptionist
· Answered and routed calls 
· Maintained driver logs
· Assisted owner with lease contracts
· Correspondence
· Data entry

RSS Insurance, Westminster, CO	Nov. 2000 – Nov. 2003
Receptionist
· Answered and routed phone calls
· Took client information for insurance quotes
· Typed correspondence
· Filing, Faxing, Copying
· Assisting agents with client packets

