Rhiannon Schreiber

835 Macon Street

Aurora, CO 80010

nami.sama@gmail.com
720-985-2438

 

 Objective: To utilize my extensive organizational skills, data entry skills, administrative skills as a means to advance my career with a dynamic organization.

Computer Skills: Proficient with MS Word, Xcel, and Internet, and ability to type 45 WPM 

Professional History

08/2011 – 01/2013 Aurora Bank, FSB 

Administrative Assistant/Project assistant
Duties: My time at Aurora has had a myriad of duties spanning two departments. I was originally hired as a Special Projects Assistant for the Consent Order project. As an Assistant, I located and pulled documents for incomplete files, and participated in a number of smaller projects, usually involving files that were proving difficult to locate or make sense of. I was a liaison between the Consent Order project and several other departments or individuals that had documents we needed. I also served Aurora in the capacity of Executive Communications Department Coordinator, a part time position I held there while working as an Assistant that went full time in May 2012, when the previous coordinator unexpectedly left the company. As the EC Coordinator, I processed, imaged, and distributed incoming files to a team of researchers for response. In addition to processing all of the incoming mail, emails, and faxes for my department, I frequently identified, processed, and forwarded mail received for other departments. In both roles, I worked toward finding ways to improve work performance and quality by creating time saving templates to use for training, as well as improving the efficiency of existing procedures and spreadsheets. 
06/2010 – 4/2011 CTDI
Warehouse/Clerk
Duties: As a team member at the C.T.D.I. warehouse, my time was split between two departments. While I was in Open Range, my responsibilities were to process and enter data for incoming customer returns, and to prepare replacement units for shipping. In Zoombak, I prepared both new and refurbished kits for G.P.S. devices, as well as entering detailed information about the devices being prepared according to each customer’s specifications.
04/2010 – 05/2010 U.S. Census Bureau; Aurora, CO

Enumerator/Data Analyst Collector
Duties: My responsibility was to locate and visit the addresses from which the Census Bureau did not receive questionnaires, in order to complete a questionnaire and determine the status of each address on Census Day. I received detailed training about how to conduct the interview as well as information to help respondents understand why the Census must be done. In addition, I have sworn an Oath of Office to protect to confidentiality of Census responses. This is an oath for life that I take very seriously, and will continue to adhere to moving forward.
11/2008 - 05/2010      FedEx SmartPost; Denver, CO 

Parcel Sorter 

Duties: I was hired on direct to FedEx SmartPost due to my exceptional performance and work ethic. My responsibilities ranged from scanning and sorting packages, and building pallets, to verifying the accuracy of other associates by sampling the pallets they were building. I was also an un-official trainer who helped develop efficient, standardized training procedures and worked with new employees to create a uniform work environment. In addition, I was a member of our Retention and Quality Action teams, working toward improving work performance, efficiency and quality of work at FedEx SmartPost.  
