Staci M Reiter  
264 N 17th Ct   
        Email:  Staci_Reiter@msn.com
Brighton, CO 80601           Home:  303-654-1571   Cell:  1-858-519-7429
Experience:  
          
Office Team - Boulder, CO
           Temporary jobs                                                     November 2011-current


Including:


Adams County Government Center - Customer Service for Storm Water Utility

· Answered phones, took messages and forwarded as appropriate
· Answer customer correspondence via email

· Scanned paperwork, blueprints, etc., for the Civil Engineers  

Boulder Housing Authority- Leasing Agent/Administrative Assistant
· Showed apartments to prospective tenants 
· Answered phones, took messages and transferred calls as appropriate
· Responded to customer correspondence via email
· Greeted and directed residents from front desk location 


Angayuk Construction Enterprises, Inc-San Diego, CA 

Administrative Assistant/Receptionist
    July 2010-July 2011

· Processed various correspondence and documents daily from rough drafts including correspondence, departmental reports to the CEO and Board of Directors          

· Picked up and delivered UPS and FedEx mail pouches

· Made travel arrangements for corporate personnel

· Received incoming telephone calls, relayed messages and distributed mail to all personnel within the department

· Maintained a current filing system for all department records and correspondence
· Used personal computer (Microsoft Office Suite software), word processing, spreadsheet, and data base

· Created spreadsheets for tracking various special projects as needed to provide necessary documentation

· Performed a variety of analytical, tracking, monitoring and administrative support duties 
· Created special reports, invoices, sales agreements, purchase orders, loan documents, budget and work programs,  and other assigned work 


 Alliance Data - Westminster, CO 

New Account Representative/Customer Service November 2003-March 2008
· Enter applications via phone/mail

· New sales authorizations via phone

· Process returned credit cards thru mail by searching for new address via credit bureau address update or by contacting the customer by phone 

· Selected  to coach and mentor new customer service representatives

· Received high scores on all internal phone monitoring

· Received customer service award for positive customer feedback      

Accomplishments:

· Ability to maintain strictest confidence in all phases of the job   

· Ability to multi-task and manage multiple priorities 
· Expertise in resolving escalated customer service issues
· Talent for identifying needs of the customer
· Ability to communicate, interact and work effectively with people from diverse backgrounds 
   

· Demonstrated ability to provide exceptional service to the stores and the customers 

· Demonstrated ability to detect persons of fraud and stopped application process saving the       company money and   potential identity theft on more than one occasion.

· Received several customer letters on my professionalism and help with their accounts.

· Ability to promote and follow federal, state and local laws in regards to my job-NPPI
