 Resume: Tiffany Schmidt
 Resume: Tiffany Schmidt
	



	Tiffany Schmidt	23730 County Road 41, LaSalle, CO  80645	Phone: 303-718-0228	E-mail: tifschmidt1@hotmail.com	



	
	Education
Denver Botanic Gardens, May 2011 - Current
· Rocky Mountain Horticulture Certificate
American Dream Real Estate School, August 2007
· Colorado Real Estate Associate Broker License
Brighton High School, May 1992
· Vocational Program Diploma
Courses in business office education, marketing education, accounting and business law

Experience
Office Administrator  October 2007 – November 2013,  February 1994 – November 2004
Kirk’s Diesel, LLC  Brighton, CO
Customer Service, schedule customer appointment for vehicle repair, accounts payable, accounts receivable, payroll, QuickBooks, collections, answer phones, run errands, purchase supplies, bank deposits, use of internet to search for diesel parts and place order.

Real Estate Associate Broker  February 2008 – August 2008
Keller Williams  Longmont, CO
Work in office taking calls regarding listed properties, show properties, write up real estate contracts

Seasonal Part Time Retail Associate  October 2008 – January 2009
Pier 1 Imports  Broomfield, CO
Customer service, greet customers, sell product, cashier, research and order product for customers, problem solving, cleaning

Owner/Manager  November 2004 – October 2007
T Bar Ranch Décor and Clothing, Pueblo, CO
Startup store front retail store in Pueblo river front district, sales, customer service, marketing, merchandising, buying, bookkeeping, cleaning, home and trunk shows

Corporate Communications Coordinator  October 2001 – January 2004
Western Gas Resources,  Denver, CO
Assistant to Director of Corporate Communications, organize company events, back up for investor relations presentations, press releases, assist in company move to new location in downtown Denver, manage company transportation program, organize and promote company fundraising committee, update company phone list, photo shoots for annual report, light duties assisting Chief Financial Officer, order and track inventory of company office supplies

Office Administrator  March 2000 – June 2001
Aquatic and Wetland CO   Fort Lupton, CO
Customer service, answer phones, purchase supplies, project setup files, organize company meetings, track petty cash, spread sheets, accounts receivable, data entry, upkeep on records and activities of company cell phones and gas cards, proofreading, typing correspondence and contracts

Practice Assistant  March 1998 – February 1999
University Medicine Boulder  Boulder, CO
Customer Service, scheduling appointments, registering patients, check in patients for appointments, pulling and stuffing starts, answering phones, patient appointment reminders, balancing cash drawer, filing, typing, problem solving, computer programs TPA and IDX.

Skills
Type 60 words per minute, 10-key calculator, knowledge of Microsoft Word, Excel, PowerPoint and Outlook, QuickBooks. Strong organizational skills, problem solving, and customer service skills
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