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Experienced and accomplished professional with track record of success providing exceptional customer service. Talent for de-escalating situations, providing one call resolutions, and communicating information; correctly, and effectively. Ability to learn and navigate new systems, and information quickly, and able to effectively coordinate across multiple departments to achieve and surpass goals. Patient, thorough, determined, and sincere, are some of the many good words mentioned consistently when asked about.   

	· Critical Thinking
· Organized 

· Product Education
	· Effective Communicator (both written and verbal)
· Team Player

· Accurate Data Entry

	· Account Maintenance
· Problem Solving
· Inventory Management



Professional Experience

Balanced Books                                                                      	October 2013 – March 2014

Receptionist/Administrative Assistant
Proven ability to prioritize and successfully complete tasks in a fast paced, deadline oriented environment.  Warmly greeted and assisted clients as the 1st point of contact in the office, while also fulfilling administrative duties. Administrative tasks consisted of answering phones, transferring calls, taking messages, researching statement/invoice issues, entering accounts payable, received, stamped, and distributed mail, basic filing, coping, scanning, and data entry,  as well as maintaining  and ordering  office supplies. 
Key Achievements:
· Cleaned up statements, and got several past due fees waived. 
· Got supply room organized, and updated.

                                                                 

Great West Life — Greenwood Village, CO                                 	March 2011 – February 2013

Client Services Representative:                                             
Answering a high call volume of inbound calls and assisting clients with account maintenance and their investment needs.  Commonly assisting with matters such as questions related to contributions and withdrawals, tax questions, and IRS rules and regulations. By understanding clients big picture wants and needs I was also able to assist with investment information allowing them to make well educated decisions regarding their portfolio, based on research and industry knowledge. All information conveyed was done so in accordance with FINRA/SEC guidelines.
Key Achievements:
· I achieved senior level stats in year one and had near perfect call quality consistently.
· I never had a tape pull, or error in transactions.
· Successfully passed both series 6 and series 63 licenses


Corestaff (Great West Life) — Greenwood Village, CO	   October 2010 – March 2011

Client Services Representative
Provided client support by assisting with inbound inquiries related to account transactions, tax questions, and product information. Also managed office flow of data entry. Exceeded quotas on a consistent basis for incoming calls assisting clients.
Key Achievements:
· One of 5 representatives, out of 20, offered an on staff position with the firm
	
Hallmark                                                                                           		June 2007 -December 2010 
Retail Merchandiser
Set up and routine maintenance of the greeting card department. Ordered, restocked, straightened, and organized product and displays. Checked in and recorded freight, displayed merchandise, took inventory, trained new employees. Built a relationship with store personnel/management, and regularly worked unsupervised. Politely worked around shopping customers in a deadline oriented, fast paced environment.
Key Achievements:
· Ended up covering for 3 stores, and helping train new employees. 


