	Jessica Patrick

	11418 River Run Cir, Henderson CO 80640

	720-401-6665

	jessaferp@gmail.com

	Skills
	Project Management
Team Leader
Excellent Organizational Skills
Strong Customer Relations Skills
Computer Proficiency
	Computer: Microsoft Programs
Telephone Answering, Multi Lines
Word Processing and Typing
	Data Entry
10-Key Calculator
Filing


	
	

	Experience
	Property Preservation Tech
LPS Field Service, Westminster, Colorado 
Accomplishments:
Special access to enter requested information into clients programs
Created, organized, and set up information templates to reduce errors in clients program. Result: Uniformity with fewer errors
Nominated for “Employee who is always there when you need them
Selected as a SME to train employees
	2012 to Present

	
	Level 2 Technical Support
IBM (Kelly services for Morgan Stanley Smith Barney), Boulder, Colorado 
 Accomplishments:
[bookmark: _GoBack]Troubleshoot company-wide problems, outage coordinator for the company
Assisted with error trends with client’s computers and programs
Transferred from level 1 tech to level 2 tech in 3 months
	2011 – 2012


	
	Technical Support Agent
Alpine Access, Denver, Colorado  
Accomplishments:
Researched customers program problems and communicated over the phone where in their program they needed to go to resolve the issue
Utilized personal office to assist customer’s needs via Avaya phone system
Maintained logs for employer and customers to trend errors and resolve issues
	2010– 2011


	
	Foster Parent
Parker Personal Care Homes, Arvada, Colorado 
Accomplishments:
Certified through the state to care for foster children ages 0-16
Assisted with speech delay improvement and development 
Cared for 3 foster children and my own child
CPR and First Aid certified 
Scheduling of meetings and therapy for the foster children
Maintained daily and monthly logs for the agency and state 
	2010– 2010


	
	Customer Service Agent
Shamrock Foods, Commerce City, Colorado  
Accomplishments:
Managed personal accounts for major national food chains: PF Changs - Pei Wei | US Military| Brothers BBQ | CB & Pots | Cinzizetti’a | Wahoo’s | Burger King |Qdoba
Trained new employees
Receptionist/Front Desk/Cashier for will call
Created daily logs with formulas to track customers order and account information
Member of a team for Business Process Improvement projects to save the company time and money
Create/Maintained policy and procedures for the front desk and customer service 
	2007– 2010


	
	Assistant Manager
Clair’s, Broomfield, Colorado  
Accomplishments:
In charge of retaining and discharging employees
Set and maintained displays and module floor set changes
Inventory/theft control
Daily/monthly store logs for profit and loss
Open and Closing including registers and cash deposits 
	2006– 2006


	
	Assistant Manager 
Godiva, Broomfield, Colorado  
Accomplishments:
In charge of retaining and discharging employees
Set and maintained displays and module floor set changes
Inventory/theft control
Daily/monthly store logs for profit and loss
Open and Closing including registers and cash deposits 
	2005– 2006


	
	Shift Manager
Krispy Kreme, Thornton, Colorado 
Accomplishments:
Promoted to Shift Manager after 1 month
In charge of retaining and discharging employees
Set and maintained displays and module floor set changes
Inventory/theft control
Daily/monthly store logs for profit and loss
Open and Closing including registers and cash deposits
Maintained food prep equipment/food preparation 
	2005– 2005


	Education
	General Education,
	2007 - 2010

	
	Front Range Community College, Westminster, Colorado 

	
	General Education,
Metropolitan State University                                                                                                                2006 -2007

	
	Diploma
Horizon High School, Thornton, Colorado
	2004



