Kathy Mulligan
(970) 481-5127                                                      P O Box 273393 Fort Collins, CO 80527                                 kwimund38@gmail.com

Skills Summary:
· 
· Strong communication, problem solving skills
· Phones, data entry, filing and computer skills
· Ability to deliver excellent customer service

· Fast learner, reliable and dedicated team player
· Solid Interpersonal Skills and Sales
· Works well in stressful, high paced environment
Professional Experience:
Delivery Driver, Lamar’s Donuts, Fort Collins, CO							2012 - 2013  
· Drive company vehicle to deliver donuts to local customers.
· Arrange and pack product for appearance and safe travel. 
· Listen to and resolve customers' complaints regarding products or services.

 Administrative Assistant, Center Partners, Fort Collins, CO    		                                                         2007-2011      
· Direct or coordinate the supportive services department of a business, agency, or organization
· Schedule and confirm appointments for clients, customers, or supervisors and Create, maintain, and enter information into databases.
· Hiring and  terminate clerical and administrative personnel
· [bookmark: _GoBack]Inform job applicants of details such as duties and responsibilities, compensation, benefits, schedules, working conditions, or promotion opportunities and Recruiting 
 
 Trainer and Technical Support, Center Partners, Fort Collins, CO 					2003-2007
· Direct and coordinate the activities of employees engaged in the processing of providing customer service
· Conduct employee training in equipment operations or product knowledge, or assign employee training to experienced workers.
· Read technical manuals, confer with users, or conduct computer diagnostics to investigate and resolve problems or to provide technical assistance and support.
· Audit accounts to assure that employees are following company procedures and meeting customer’s needs.

Account Wireless Manager, Center Partners, Fort Collins, CO						2000-2003
· Confer with business customers by telephone (both inbound and outbound calls) to provide information about products or services, take or enter orders, sales, cancel accounts, or resolve any complaints. 
· Resolve customers' service or billing complaints by troubleshooting, refunding money, or adjusting bills.
· Contact customers to respond to inquiries or to notify them of claim investigation results.  
· Maintain current knowledge of company products and services in order to provide excellent customer service

Owner, K.M.S Enterprises, Fort Collins, CO								1996-2002
· Oversee activities directly related to providing tax consultation to individuals and businesses.
· Review financial statements, sales and activity reports, and other performance data to measure productivity and goal achievement and to determine areas needing cost reduction and program improvement.
· Direct activities of businesses concerned with the production, pricing, sales, or distribution of products.
· Coordinate organization's financial activities to fund operations, maximize investments, and increase efficiency.
· Prepare or assist in preparing simple to complex tax returns for individuals or small businesses.
· Use all appropriate adjustments, deductions, and credits to keep clients' taxes to a minimum.

Education
North American Schools, Scranton, PA 		Received Certification – Bookkeeping & Accounting, 1997-1998   Bronson High School, Bronson, Michigan              Received High School Diploma, 1978-1982
                                                         References Provided Upon Request




