Loretta Reitcheck
   (303) 287-2062         11320 E 116th Drive, Henderson, Colorado 80640       lreitcheck@q.com

Highlights						Computer Proficiency

	
· 20 + Years Administrative Experience
· Strong Customer Service
· Staff Training & Hiring
· Personnel Management 
· Database Maintenance
	Microsoft Office Suite & Internet Navigation:
· Excel
· Word
· Outlook
· PowerPoint
· Internet Explorer



Professional Accomplishments 

· Provided administrative support for publishing management, marketing, and healthcare
· Processed credential applications for 900 health care providers in 18 months
· Researched and marketed for new subscribers, leading to launch of 5 new magazines
· Converted over 1,000,000 customer records to new database with 100%  accuracy
· Provided outstanding and consistent external and internal customer service
· Created sales analysis of over 150,000 subscriber demographics
· Created thousands of professional administrative documents

Experience


Administrative Asst/Accts Receivable
      Colorado Asphalt Services	Commerce City, CO 	2013 to present
· Receptionist duties
· Input invoices into accounting software

In-Home Caregiver 	
Private Residence	Henderson, CO	2008-2010
· Provided personal care, medication management, domestic and financial assistance
· Coordinated communication among health care providers

Circulation Fulfillment Manager
National Business Media	Broomfield, CO 	1997-2008
· Managed 19 employees in customer service, database, data entry, and marketing
· Compiled customer data for 1,500 advertising clients semi-annually 

Community Volunteering

Donation Processor
Food Bank of the Rockies									2012

Education 

Associate of Applied Science in Business Management	1994
Arapahoe Community College, Littleton, CO
