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Coordinator - Campus Curriculum Operations
Dedicated and technically skilled business professional with a versatile administrative support skill set developed through experience as an office manager, trainer, and administrative assistant and customer service specialist.
Excel in resolving employer challenges with innovative solutions, systems and process improvements proven to increase efficiency, customer satisfaction and the bottom line. 
Offer advanced computer skills in MS Office Suite, QuickBooks and other applications/systems.
Key Skills
	Office Management
Teambuilding & Supervision
Staff Development & Training
Policies & Procedures Manuals
	Report & Document Preparation
Spreadsheet & Database Creation
Accounts Payable/Receivable
Bookkeeping & Payroll 
	Records Management
Meeting & Event Planning
Inventory Management
Human Resource Management


Experience
	

ALL CLEAR, INC., Cedar Rapids, IA
	

2008 to 2012


Office Supervisor 
Served as human resource manager and office supervisor for a reputable and growing construction clean-up company.  
Results:
· [bookmark: OLE_LINK1]Developed human resource protocols and processes to allow employee relations to run efficiently.
· Effectively managed teams of crewmembers to perform and sustain work goals and tasks. 
· Implemented several new successful marketing strategies.  
· Served as liaison between managers and crewmembers.
· Organized meetings and planning sessions. 
· Scheduled jobs and arranged meetings with contractors. 
· Interviewed, hired and trained new employees.
· Maintained customer-billing records.
· Received and prioritized incoming phone calls.
· Drafted memos and employee notifications.
· Maintained all employee records.
	
ASCOTT TRANSCRIPTION SERVICE
	
2007-2008


Part-time Verification Tech 
Medical Transcription Data Coordinator
Results:
· Uploaded medical transcription files from medical offices to database.
· Insure accurate and timely turn-around of reports.
· Inbound doctor inquiries. 
	
FAMILY CHRISTIAN BOOKSTORE
	
2005 to 2007


Part-time Retail Sales Associate,  
Served as a retail sale associate and assisted with inventory control and sales events.
Results:
· Recommend, select, and help locate or obtain merchandise based on customer needs and desires.
· Open and close cash registers, performing tasks such as counting money, separating charge slips, coupons, and vouchers, balancing cash drawers, and making deposits.
· Inventory stock and requisition new stock.
	
MCI (VERIZON) CONFERENCING,  Cedar Rapids, IA
	
1998-2005


Senior Conferencing Specialist, 2000-2005
Served as an integral point of contact for all conferencing employees.
Results:
· Quality monitored employees to insure all customer quality goals were being met.
· Conducted training courses for all new software implementation and policies/procedures.
· Provided superior customer service to all MCI domestic and international customers.
· Met and exceeded all daily statistical goals.
· Completed all projects assigned by management.

Education
	KIRKWOOD COMMUNITY COLLEGE, Cedar Rapids, IA
	2004-2006


American Sign Language Interpretation Program
I graduated with honors with an Applied Science Career Option (ASCO) in American Sign Language  Interpretation. During my time at Kirkwood, I was a regular Dean’s list recipient. I was a member of the Honor Society and Vice President of the Kirkwood Deaf Club.	

	ASHFORD UNIVERSITY, Clinton, IA
	2008-2010


Bachelors Degree – Organizational Management
I have improved my understanding of how organizations function and developed effective skills in management and leadership. I have learned about communications, group behavior, decision-making, human resource management, and ethics. I have broadened my understanding of employee relations and gained multiple skills to bring valuable insight to any professional situation. 



