Rhonda Rydalch
4755 Iran St Denver, Co 80249
rhondarydalch@yahoo.com
Cell - 720-621-9162



[bookmark: _GoBack]I have been an Administrative Professional with multi-department support experience for over 15 years. My work ethics is very strong and organized.  I can multi-task, enjoy working with customers and very goal orientated.


Skills Summary
· 
· Excel
· Windows 2010
· Word
· Outlook
· Scheduling/Scanning/Document indexing/Filling
· Switch Board
· E-Faxing


Employment History

Temporary Contract/Department of Revenue and Urban Lending            	2/2012 - 8/2013
Greeter/Mail Clerk/Loan Processor
       
· Coordinated walk-in customers to their proper destination for service.
· Checked in and scheduled appointments for customers.
· Entered completed paperwork into system.
· Opened and distributed Bank of America’s loan modification application.
· Quality checked applications to insure all required documents were in proper order for the underwriting department.
· Scanned all applications and indexed the images.
· Filed approved loans.  
· Processed E-Faxed documents.

All 4 Seasons Windows Cleaners                                                                                  5/2008 - 8/2012
Receptionist/Scheduler

· Answered switchboard.
· Scheduled Appointments.
· Responsible for scanning and coping documents.

2-10 Home Buyers Warranty                                                                                         7/2004-8/2005
Mail Clerk/Receptionist

· Managed inventory and purchasing of mail products.
· Responsible for sorting, distributing, and shipping of mail and packages.
· Answered switchboard and directed incoming calls to specific departments.

Education 
Aurora Central High schools - Aurora, Colorado
 
References for Rhonda Rydalch



1. Department of Revenue               6/2013 – 8/2013
Supervisor – Amy Bergen                   (303)-366-0133


2. All 4 Seasons Window Cleaners 5/2008 – 8/201
Supervisor – David Busser                 (720)-876-1616


3. 2-10 Home Buyers Warranty      7/2004 – 8/2005
Owner – John Bushore                        (720)-747-6000


4. Urban Lending                                 2/2012 – 5/2013
Team Lead – Barbara Williams       (720)-775-0410

