1245 E Lincoln Avenue #401							
Fort Collins, CO  80524								(970)406-8758
____________________________________________________________________________________
SUMMARY
I am a very organized and flexible individual who brings a positive attitude to the work environment.  I am a valued team member with proven individual achievements as well.  I possess excellent verbal, written and interpersonal skills while making a difference.
EXPERIENCE
RETAIL: 										2016 - Present
From 2016 through 2018 while in Florida I worked 2 part time jobs simultaneously knowing I would be returning to Colorado.  I have made Fort Collins my permanent home.  
RE/MAX Properties of the Summit 							2013 – 2016
Frisco, Colorado

Administrator
· Responsible for phones and first impression of business.
· Greet Clients
· Set up of all showings for our listings.
· Process paperwork in conjunctions with listings including turning the listing into a transaction.
· Making sure all documents are signed and accounted for in order to close transaction.
· Produce commission checks after making sure all money is allocated and accounted for.
· Maintain a clean office.
· Mail Distribution.
· Order all office supplies.
BROOKS FURNITURE 								2011 – 2013
Silverthorne, Colorado

Sales
· Responsible for phones and first impression of business.
· Greet Customers.
· Furniture Sales.
· Process paperwork in conjunctions with sale. 
· Process special orders and follow through to delivery.
· Maintain a clean showroom.
· Space planning and design.   
HAMBLETT & KERRIGAN ATTORNEYS AT LAW					2008 – 2011
Nashua, New Hampshire

Receptionist/Courier
· Responsible for phones and first impression of office.
· Responsible for daily deposits and mail distribution.
· Responsible for filing accounting paperwork.
· Responsible for purchasing and maintaining office supplies.
· Maintaining the filing system for all legal files. 
· Cover reception daily for one hour.
· Cover reception all day on Fridays.
· Responsible for all courier trips.

DECORATING DESIGNS BY DACIA							2006 – 2011
Nashua, New Hampshire

Interior Designer
· Selling my service to potential clients.
· Meet with client to discuss job scope and present my portfolio along with job history.
· Designs to include, but not limited to, kitchens, closets, window seating, shelving units, fireplaces, tile design, and décor.
· Real Estate Staging.
· Organizational projects.
· Space planning.
· Color consulting.
· Organize deliveries and installations.
· Coordination of window treatments, décor, walls, flooring and fixtures.

LEAL CONSTRUCTION								2006 – 2008
Milford, New Hampshire

Interior Designer/Contractors Assistant
· Initial meeting with client to review scope of job/assist with selling job.
· Designs to include, but not limited to, kitchens, closets, window seating, shelving units, fireplaces, tile design, and décor.
· Space planning.
· Color consulting.
· Organize deliveries and installations.
· Coordination of window treatments, décor, walls, flooring and fixtures.
· Represent contractor when dealing with vendors for all aspects of building and remodeling.
· Work with clients to complete project designs and have all products chosen prior to project start date.
· Responsible for payroll and visiting job sites daily to address any issues when contractor is out of town.

GRIFFIN & OWEN, P.C.								2004 – 2006
Amherst, New Hampshire

Receptionist
· Responsible for phones and first impression of office.
· Responsible for purchasing and maintaining office supplies.
· Create all new residential and corporate files.
· Maintaining the filing system for all legal files. 
· Produce weekly activity reports.
· Produce all closing binders.
· Responsible for daily deposits and mail distribution.
· Responsible for upkeep of office appearance.
· Responsible for all courier trips.


HOME DEPOT 									2001 – 2002
Nashua, New Hampshire

Interior Designer
· Responsible for selling design service to customers.
· Assist in-store customers with design and other questions.
· Conduct in-home assessment of design needs.
· Research various products and pricing.
· Coordinate “Story Boards” including paint chips, fabrics, pictures, etc.
· Conduct completed presentation to design customers.
· Assist design customers with accessories.
· Stay current with what competitors are offering regarding design.
· Stay current with design trends.


PRO STAFF (Contract Position)							2000 – 2001
Merrimack, New Hampshire

Contract Recruiter

· Responsible for exempt and non-exempt staffing.
· Responsible for contract staffing.
· Responsible for recruiting and interviewing of all perspective candidates.
· Provide recommendation to hiring managers.
· Reference checking.
· Preparation of offers.
· Set up and work job fairs and open houses.
· Updates to HRIS.
· Conduct new hire orientations.

TEXAS INSTRUMENTS								1994 – 2000
Merrimack, New Hampshire

Human Resources Representative
· Responsible for all non-exempt staffing.
· Responsible for all contract staffing.
· Responsible for placing employment advertisements.
· Responsible for tracking and routing viable resumes.
· Responsible for setting up and interviewing candidates.
· Responsible for administration and execution of all offers.
· Monthly Staffing Reports.
· Weekly operations meetings.
Sr. Human Resources Administrator
· Applicant interview set-up, including travel.
· Administration of all employment letters and packages.
· Administration of Service Award Program.
· Conduct cost research of various airlines, hotels, car rental, limousine services, temporary living and temporary employment agencies.
· Updates to HRIS.
· Workers’ Compensation.
· Maintenance of all employee records.
· Conduct new hire orientations.
· Assist with administration of annual performance appraisals.
· Preparation of monthly headcount and Workers’ Compensation reports.
· Monthly DES Reports.
· Maintain vendor listing.
· Plan all quarterly meetings.
· Assist with information to be included in “Currents” our company newsletter.
· Coordinate volunteers to work weekly at the “Kids Café” and “United Way Day of Caring”.
· Member of the Safety Committee.
· Chairperson for the Activities Committee.
· Chairperson for the One Step Beyond Committee.

TUFTS ASSOCIATED HEALTH PLANS						1992 – 1994
Waltham, MA

Preregistration Coordinator
· Processed requests from physicians and hospitals for preregistration of inpatient or surgical day care procedures.
· Initiated member relations/enrollment and eligibility inquires for problem cases.
· Executed pending preregistrations.
· Resolved claims through investigation.
· Maintained list of eligibility disputes.
· Entered all concurrent reviews.
· Performed data quality checks.
· Maintained filing system.


EDUCATION

Southern New Hampshire University, Nashua, New Hampshire
Business Course work and Human Resources Certificate course work
Hesser College, Nashua, New Hampshire
Business course work 
Colorado Mountain College, Breckenridge, CO
Bread Making and Various Cooking Classes

VOLUNTEER WORK

Summit Community Care Clinic - Administration
International Snow Sculpture Competition, Breckenridge, Co
Backstage Theatre, Breckenridge, Co
America Cup Fly Fishing Competition, Kremmling, Co

