Laura Taylor
1205 Milner Lane

Longmont, CO 80503

Phone: (303)775-0315

Email: laurataylor987@hotmail.com
Qualifications 
(
Highly skilled in management and supervision positions to coordinate projects and accomplish a diversity of tasks. 
(
Provided effective office support by assisting with correspondence, phones, customer service, scheduling and set-up for events, arranging travel, expense reports as well as assisting with general office procedures.

(
Comprehensive production operations experience, including responsibility of manufacturing quality products with successful turnarounds.  In charge of mixing chemicals according to specifications and prepare detail record of the batch process.  
(
Designed and implemented a program to recognize safe employee behavior as part of a cross functional team. Responsible for quality assurance, staff supervision, work coordination, inventory control, and the effective training and supervision of teams of fifteen people.
(
Certified in Yellow Belt training to identify, monitor and control profit loss practices and to pass the information to appropriate staff.

(
Participated in the Lean program to reduce the time and motion while improving cost, providing better value for the customer
(
Proficient computer skills using Lotus Notes, Microsoft Word, PowerPoint, Access, and Excel software with the ability to quickly learn new software.
Education

· University of Phoenix – Bachelor of Science, Business Management 
      2006-2009

      Coursework included Employment Law, Human Resources, Marketing, and 

            Business Ethics
· Front Range Community College – Associate in Arts / Computer Information  1998-2006

      Systems- Specialized Business



      Coursework included Technical Writing Excel and Word Processing
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Employment
Urban Lending, Broomfield, Co
     Customer Advocate at Urban Lending, Broomfield, CO

     
           2012-current
· Professional Letter writing 
· Customer Service
· Research Information
Hertz Corporation, Boulder, CO

      Management Trainee                                                                                           2011-2012
· Clean and ready cars for rental and facilities for customers
· Creates a positive customer experience

· Learn all aspects of rental business

Express Professionals, Longmont, CO





2009-2011

      Administrative Assistant at University of Colorado Foundation

· Created presentations for fundraising 

· Scheduled meetings for staff

· Organized and kept records of all travel for office

· Ran and created fundraising reports

Lexmark International, Longmont, CO 





1994-2009


Executive Administrative Assistant (2006-2009)

· Typed correspondence for department heads

·  Kept reports filed, relayed messages, scheduled appointments

· Detailed record keeping for employer and clients

· Organization of office documents, opened, sorted and distributed mail, general administrative and office duties

· Scheduled meetings for large volume of employees

· Worked with Human Resources with presentations and employee reports

Chemical Operator and Quality Assurance (1994-2006)

· Team leader and trainer  

· Worked in mix room and coating area

· Inspected product for quality and tracked yields

Hauser Chemical, Boulder, CO






1991-1994

Chemical Operator

· Trained new employees
· Fulfilled requirements with chemical processes

· Verified process under strict FDA guidelines providing detailed record keeping

Alden Labs, Boulder, CO







1984-1991

Supervisor
· Figured daily team production totals

· Prepared monthly and yearly inventory

· Purchased supplies
