Rachel L. Puckett
926 23rd Ave, Longmont, CO 80501 ● 720-732-4194 Cell 720 204 6143 Home● r6puckett@Yahoo.com

Objective:
	To obtain a long-term position that offers the potential for career advancement.
	
Employment:
Expense Coordinator / Eligibility Advisor, June 2011 to Present
		International Business Management (IBM) & Apple Company, Boulder, CO
· Sales, manage company expenses, training employees, some IT support, call handling
· Performed office responsibilities: answering phones, typing, emailing customers, 10 key
	PCP, February 2011 to July 2011
		All Valley, Longmont, CO
· Customer Care:  personal assistant to client
BDC Clerk / Receptionist, June 2009 to January 2011
		K&C RV and Camping World, Longmont, CO
· Performed office responsibilities: typing, faxing, and answering phones
· Business Development for two different store locations, data entry
Receptionist / Office Assistant, June 2008 to February 2009
Accounting Principals, Longmont, CO
· Performed office responsibilities: typing, issuing refunds, sending letters to customers, distributing mail, answering phones, and managing checks issued to the company
· Completed various projects assigned by management
Receptionist / Appointment Coordinator, June 2004 to June 2008
Gebhardt Automotive (Gebhardt Saab / Porsche of Boulder), Boulder, CO
· Performed office responsibilities: filing, faxing, making appointments, and answering multiple telephone lines
· Prepared payrolls for employees
Hostess and Banquet Server, May 2003 to November 2005
Radisson Hotel, Longmont, CO
· Assisted customers by waiting, serving, and bussing tables
· Trained new employee
Banquet Server / Front Desk, October 1997 to December 2003
	Marriot Hotel, Golden, CO

Education:
Dental Assisting, December 2010
American School of Dental Assisting, Fort Collins, CO

Certification in Hospitality, Travel and Tourism, December 1999
Warren Tech, Golden, CO

High School Diploma, May 1998
Chatfield Senior High, Littleton, CO

Skills:
· Computer programs:  MS Excel and Word, Windows, Reynolds, Dealer Socket, Apollo, Footsteps, Microsoft Office, Power Point, 45 wpm, Lotus Programs, Clarify
· Dependable, willing to learn, team player, independent, motivated

Community Service:
· Office Assistant (provided 160 hours), May to October 1998
Creative, Littleton, CO
· Dental Assistant/Reception (provided 100 hours) June to December 2010

References:
Available upon request

Rachel L. Puckett

 

926 23

rd

 

Ave, Longmont, CO 80501

 

?

 

720

-

732

-

4194 Cell 720 204 6143 Home

?

 

r6p

uckett@Yahoo.com

 

 

Objective:

 

 

To obtain a long

-

term position that offers the potential for career advancement.

 

 

 

Employment:

 

Expense Co

ordinator / Eligibility 

Advisor

, June 2011

 

to 

Present

 

 

 

International Business Management

 

(IBM)

 

& Apple Company

, 

Boulder

, CO

 

·

 

Sales, manage company expenses, training employees, some IT support, call handling

 

·

 

Performed office responsibilities: answering phones, typing

, emailing 

customers

, 10 key

 

 

PCP, February 2011 to 

July 2011

 

 

 

All Valley, Longmont, CO

 

·

 

Customer Car

e

: 

 

p

ersonal 

a

ssistant

 

to client

 

BDC

 

Clerk / Receptionist, June 2009

 

to 

January 2011

 

 

 

K&C RV and Camping World, Longmont, CO

 

·

 

Performed office responsibilities: t

yping, 

faxing, and answering phones

 

·

 

Business Development for two different store locations

, data entry

 

Receptionist / Office Assistant, June 2008 to February 2009

 

Accounting Principals, Longmont, CO

 

·

 

Performed office responsibilities: typing, issuing refunds, sending letters 

to customers, 

distributing mail, answering phones, and managing checks issued to the company

 

·

 

Completed various projects assigned by management

 

Receptionist / Ap

pointment Coordinator, June 2004

 

to June 2008

 

Gebhardt Automotive (Gebhardt Saab / Porsche of Bo

ulder), Boulder, CO

 

·

 

Performed office responsibilities: filing, faxing, making appointments, and answering multiple 

telephone lines

 

·

 

Prepared payrolls for employees

 

Hostess and Banquet Server, May 2003 to November 2005

 

Radisson Hotel, Longmont, CO

 

·

 

Assisted c

ustomers by waiting, serving, and bussing tables

 

·

 

Trained new employee

 

Banquet Server / Front Desk, October 1997 to December 2003

 

 

Marriot Hotel, Golden, CO

 

 

Education:

 

Dental Assisting, December 2010

 

American School

 

of Dental Assisting, Fort Collins, CO

 

 

Certification in Hospitality, Travel and Tourism, December 1999

 

Warren Tech, Golden, CO

 

 

High School Diploma, May 1998

 

Chatfield Senior High, Littleton, CO

 

 

Skills:

 

·

 

Computer 

programs:

 

 

MS Excel and 

Word,

 

Windows, 

Reynolds, Dealer Socket, Apollo

, Footstep

s, 

Microsoft Office, 

Power Point, 45 wpm

, Lotus Programs

, Clarify

 

·

 

D

ependable, willing to learn, 

team player

, independent

, motivated

 

 

Community Service:

 

·

 

Office Assistan

t (provided 160 hours

), May to October 1998

 

Creative, Littleton, CO

 

·

 

Dental 

Assistant/Reception (provided 100 hours) June to December 2010

 

 

References:

 

Available upon request

 

