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HIGHLIGHTS OF QUALIFICATIONS
Committed to professional growth and development  
Organized and able to meet deadlines   
Motivated, trustworthy, and dedicated
M2 Logistics, Inc.
Supervisor: Paul Anderson
Logistics Coordinator
									05/11 to Present
· Managed transportation process; responsible for monitoring all customer shipments from pickup location to delivery destination.
· Responsible for large shipment management and small shipment management. Each customer having different shipment needs and catering to each need.
· Customer conflict resolution.
· Serve as not only Logistics Coordinator, but Customer Service Representative as well, direct contact for both Shipper and Trucking Company.
· Maintain an “on Call” Schedule.  Was responsible for all after hours calls and questions regarding all shipments every other week.
· Customer Orientation. Trained all new employees on employer’s computer system and smooth transition into company polies and day to day operations.
· Orders to Invoice Tracking. Followed up with trucking companies that had not been paid due to missing paperwork.
· Set up all new carriers/trucking companies, served as point person for all shipments for that carrier/trucking company.
· Point person for all incoming and outgoing mail; make sure all invoices are sent to corporate office’s Finance Department.
· Responsible for ordering all office supplies, keeping track of what is coming in and going out
Home Solutions
Supervisor: Rob Swanson
Acquisitions Manager									12/09 to 06/10
· Created start up real estate business websites for new real estate investors who signed up for coaching program, websites showed available properties for wholesale from their company.
· Assisted with the creation of new computer software called OfferBlasterPro.com, which generated property offers for investors.
· Tested and piloted OfferBlaterPro.com software to check live performance.
· Trained employees and students on the OfferBlasterPro.com software. 
· Managed property listings and contacts for Real Estate Agents in five various cities.
· Negotiated 100 property offers per day in each city
· Edited videos from training seminars and Real Estate Investor meetings using Windows Movie Maker software.
· Edited audio from coaching calls using Gold Wave and Sound Forge software.
· Worked weekend real estate investor coaching seminars semi-monthly and assisted new coaching students by building new wholesale real estate investor websites.
· Processed collections regarding delinquent accounts as a result of  non-payment accounts.  Also cancelled subscriptions of coaching materials and services.
· Recruit Real Estate Agents and coaching students.
· Utilized Excel, Microsoft Office and Word programs to update spreadsheets on a daily basis. 
Colorado Rural Housing Development Corporation
Supervisor: Judi Patrick
Executive Assistant/HR representative							12/08 to 12/09
· Conducted new employee orientations, and set up employee accesses (i.e.: passwords for voicemail, email address, etc).
· Stay current on new Human Resource regulations and laws, by attending monthly meetings with a Human Resources Advisor to keep me informed on all the laws and regulation changes.
· Responsible for updating Human Resource, accounting, and executive document filing systems. 
· Responsible for entering Time off Requests (Sick and Vacation Days) into Paychex tracking system via website.
· Inform employees regarding changes in company policies and procedures.
· Assisted Comptroller with payroll.
· Accounts Receivable
· Maintained a calendar/log regarding the duties and hours worked for persons performing Community Service.  Also assigned tasks and training for community service workers.
· Responsible for arranging and or rescheduling the Bi monthly board meetings.
· Sent out Board Reports to all board members and executive staff.
· Dictated minutes during Board meetings.
· Maintained a Calendar of Events and informed employees of upcoming events, trainings, meetings, etc. 
· Coordinate travel and lodging arrangements for staff on out of town business and/or trainings. This included scheduling flights, hotel, transportation arrangements through various airlines, hotels, car rental agencies, and travel agents. 
· Greeted and or assisted visitors, answered all incoming telephone calls and routed to the appropriate staff.
· Prepared for office training sessions by providing materials and arranging training room.
· Responsible for filing, locating, and retrieving all paper and electronic documents.
· Ordered supplies for office and staff via the internet, utilizing the office credit cards.
· Prepared and maintained tracking documents regarding money and supplies for company’s weekly Bingo Sessions.
· Responsible for scheduling employees to work Bingo sessions.
· Utilized Excel, Microsoft Office and Word programs on a daily basis.
· Picked up, and delivered mail to appropriate staff.  Made regular mail drops to US Postal Service.

