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Summary Of Qualifications:
· Customer Service - Working with both our internal and external customer’s I have developed knowledge on satisfying customers needs/concerns in a effective and timely manner. Understanding, and developing first time resolutions to all needs places you in the customers first point of contact on all situations in turn establishing customer loyalty and recurring business partners.  
· Billing/Collections knowledge - data analyst, and report development are needed to identify and explain billing reports to both customers, and businesses. Learning these skills has created a understanding to read data explain them both in verbal and written communication to handle customer needs, and  business operations therefore; resolving timely resolution to outstanding inquiries.  
· Call Center work environment  - I have obtained skills to adapt to all office work environments. I have high level of experience with call centers tracking specific task of a position such as outbound and inbound call trackers, quality assurance, customer satisfactory assessments, and revenue generating reports. 
· Management background in  MS Office, payroll, expense reports,Shrink, time management employee schedules, and training - Management in business operations provided me with the skills of being able to analyze data from day to day, Monthly, Quarterly, and annually. To make the best business decisions to my employers from, Inventory, staff, and training to bring out the best performance from my department. 
Career Highlights
Call Center Work Environment 
· Hands on Customer service and resolving customer needs 
· High level of data entry and analyst
· Independent work ethic
· Meeting company standards and adhering to all policies 
Business Operations
· Leading, training, and Motivating over 50 employees 
· Inventory management
· Shipping and receiving 
· Expense reports, time management, Quality Assurance, employee training
· Leading Weakly meetings with other department managers
Billing/ and Collections
· Provide and explain reconciliation reports, usage data, manual invoices, service accounts and contracts to customers and internal team members to resolve outstanding balances with business accounts
· Lead conference calls
· Analyze invoices - charges, credits, and payments to establish outstanding balances 
Professional Experience
New Business Expert(NBE) Dex One, Lone Tree, CO. Focus of position was to gain the interest of local businesses and show the benefits of increasing their business exposure to the focused market they were intending. then working internally with MS Office to schedule appointments for times and places to meet the assigned marketing consultant.

· MS, Office - Outlook
· Outbound calls to local businesses to gain interest of advertising with companies services
· Scheduling appointments for time and places with marketing consultants.
3rd PartyMortgage Collector LCS Financial Services, Centennial, CO - Focus of position contact individuals who have fallen delinquent or defaulted out of their home loan obligations to work out a repayment plans and work between our clients and the individual to satisfy the debt in full.

· Outbound calls to individuals with outstanding home mortgages
· Developing repayment plans or settlement options to satisfy debt
· Adhere to collection, outcall, and quality assurance daily tracking reports
Corporate/Enterprise Collections Sprint Communications, Lone Tree, CO - Focus of positions was to collect on outstanding cellular, wireless services accounts from our corporate and government customers. I was assigned from a range 30 to 40 of business customers and each business/government entity had a wide arrange of service accounts and product on each account which could cause issues for our customers to obtain extensive billing issues which delayed payments.  

Awards Received - Top Performer in Department March, June, & July 2009. - Top Team Reduction July, October 2009 - Through February 2010 -

· MS, Office - Word, Excel,Outlook,  
· Making and receiving calls and email corespondents from corporate customers
· Providing timely resolutions to billings concerns ex.( miss applied payments, incorrect charged product, activation errors, WAFF invoicing, Erate invoicing, incorrect coding of service plan.) All potential concerns have their own way of resolving to bring customer to a zero dollar balance
· Establishing communications by phone, emails, and fax to show outstanding invoices, charges, or credits  pertaining to resolving account balances
· Creating manual invoices, Reconciliation reports, Usage reports 
Assistant/Operations Manager 24 Hour Fitness, Lone Tree, CO - Focus of position; manage over 50 employees and over saw an additional 10 to 20 employees. Maintaining premier customer service throughout the facility by resolving customer concerns, membership resolutions, facilities management, and business operations.

· MS, Office - Word, Excel, Outlook, Access. As well as internal business systems for daily business operations
· Hiring, training, shift scheduling, front desk, and child care staff
· Los prevention and shrink - daily monitors product, and equipment damaging
· Inventory management for both sales and facilities products
· Time and Labor for front desk, child care, fitness trainers, and sales representatives to ensure proper start times, end times, breaks, and lunches are followed.
· Weekly meeting scheduled with Fitness Manager, and Sales Manager
· Monthly meetings scheduled with District Group X manager, District Facilities Manager, and District Janitorial manager 
· Daily club checks for downed equipment in weight room and wet area of club
Education: 
· 1 year of college education




   Kent State University, Canton Ohio

   Completed 12 hours of business management and computer application classes 

· High School Diploma





   Green High School, Green Ohio

   Focus of interest were Business, and Advanced Web Design

   Certificate of completion for Cooperative Business Education


