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Summary

A multi-functional dependable self-starter, with excellent interpersonal listening, verbal and written communication skills, adept at problem solving, a quick study, with the ability to multi-task, and manage time in an efficient manner. Exercises exceptional judgment and is capable of working independently or as a team, a dependable professional who takes pride in his work.

Operations Assistant
                Atlantis Center for Independent Living

      7-13 to 1-14
· Processed Accounts Payable

· Vendor collaboration

· Maintained employee phone and updated PC work station 
Data Entry Clerk


Superior Technical Resources


     9-12 to 11-12
Assigned to Boulder County Clerk & Recorder – Elections Division
· Input and verified voter registration data
· Maintain voter information and confidentiality
· Election Judge
Customer Service Representative
             Manpower



        4-12 to 8-12
Assigned to Kroll Factual Data
· Communicate with mortgage lenders, creditors and borrowers

· Verify credit bureau entries on borrower’s credit reports

· Update borrower’s credit reports
Assembler



          Kelly Services



      12-11 to 4-12
Assigned to Covidien
· Clean room electro-mechanical assembly utilizing GMP
· Soldering

· Quality Assurance
Telephone Interviewer


Aspen Research & Marketing


    02-11 to 12-11
· Interview trade journal and business publication subscribers to for renewal purposes
· Data entry

Customer Service Representative
Career Connections, Inc. /Apple Care

      10-10 to 2-11
· Analyzed and diagnosed iPod malfunctions
· Educated customers about warranty and support options
· Advised and guided customers through reset and restore procedures
· Arranged device repairs if needed
· Compiled and documented case notes

Customer Service Representative                           Asurion                                                   01-08 to 09-10
· Handled initial handset protection customer requests for service. 
· Administered customer requests for follow up service, ensuring that the needs of the customer are met, appropriate service was rendered and that the customer was kept appraised of the status of their request. Educated customers regarding company policies.
· Data input, replacement tracking and dispute resolution.
Account Specialist                                             GMAC-Semperian                                       07-06 to 11-07
Summons and Subpoena Department: January 2007 — November 2007

· Answered civil and criminal summonses and subpoenas for the purposes of debt collection and for state and federal law enforcement agencies investigating possible criminal activity. 

· Researched company records and located documents necessary to supply requested information.

· Maintained a database of summons and subpoena activity.

· Preserved private and confidential information.

Account Specialist                                             GMAC-Semperian                                             Continued
Transportation Department: July 2006 — January 2007
· Verified location of repossessed or surrendered vehicles.

· Assigned vehicles to appropriate auto auction for resale.

· Facilitated transportation of repossessed vehicles to auto auctions, including coordination of recovery agents and auto auction transporters.

· Followed up with auto auctions to verify timely arrival of vehicles for resale.
Administrative Assistant II                                        U.N.C.
                    

     10-05 to 05-06
· Split duty between Office of Student Activities and U.N.C. Ticket Office.

· Answered written, e-mailed and telephone requests for information.

· Maintained database of university clubs, groups and vendors participating in university events.

· Administered departmental mailings.

· Handled enrollment and class roster of students requiring substance abuse counseling.

· Made cash deposits into university accounts.

Production Asst                                 Manpower Employment Agency


     06-04 to 09-04
Assigned to Swift & Comp

· Created bills of lading and shipping manifests. Created shipping schedules.

· Placed orders for shipping containers. Designed and created production spreadsheets.

· Entered employee labor hours into company payroll system.

Realtor 



          Perry & Butler



      12-96 to 8-98

· Residential home sales and marketing
Purchasing/Project manager

Sherwood Ent. /Front Range Cable

        1983 – 1996
· Placed and scheduled raw material purchase orders based on manual & MRP projections
· Interacted with customers: estimating assembly costs, inputting orders and advising of delivery status
· Processed Return Material authorizations. 
Education:

Fall,  2006 — Aims Community College, Principles of Accounting I
May, 2004 — University of Northern Colorado, BA in Political Science, minor in Legal Studies*
             * Between 1998 and 2004 I was pursuing my B.A. at U.N.C.

