
Dallas O'Brien

2372 S Locust St. Apt C

Denver, CO 80222

T 303.736.2664

DallasHOBrien@yahoo.com
Profile:

A goal oriented professional who works efficiently while developing skills and methods to improve existing processes and consistently increase both professional and personal growth.  Flexible, quick learner with outstanding attention to detail and a proven track record of accuracy and efficiency.  Highly skilled in Microsoft Excel with excellent written and verbal communication skills.

Skills:

Performed a variety of transactions relating to automated systems and customer accounts by evaluating, researching, tracking and processing refund and account data.

Identified opportunities to improve productivity and accuracy by

proposing and producing new methods of tracking and maintaining data.

Designed and implemented training curriculum in order to mentor and cross-train departmental as well as interdepartmental employees.

Developed and maintained detailed procedural documents and reports.

Outstanding customer service, written and verbal communication skills.

Highly proficient in Microsoft Office, particularly with Word and Excel. Also functionally proficient with Access.

Quickly learn and can use a variety of software and operating systems.

Proven track record of precise attention to detail.

Experience:

Operations Specialist III, Dish Network; Englewood, CO — 2008-2011

Worked in the Front Office researching and processing payments, then moved to the Refunds Department evaluating, paying, analyzing and trending refunds paid. Starting pay was $12.00.hr - ending pay $16.52. I earned many accolades including Employee of the Quarter. My performance evaluations all list me at the top of my respective job position.

Customer Service Representative, Xanterra Parks and Resorts; Greenwood

Village, CO — 2007-2008

Worked as a booking agent taking hotel reservations at many of the great National Parks in the United States. This job was not commission based, and involved constant customer interaction. The computer experience there was specific to that company, but my ability to quickly and competently learn their operating systems speaks to my learning curve.

Bar Manager/Assistant Manager, Pastas Italian Restaurant; Littleton, CO — 1995-2005

Tended bar and managed a locally owned Italian restaurant. Additional responsibilities included taking stock, ordering and receiving, and some bookkeeping.

Education:

Metropolitan State College of Denver; Denver, CO — History, 2008-2011

University of Illinois, Springfield; Springfield, IL — History,

2011-present

Member of the Golden Key International Honour Society with a 3.65 GPA

