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	Objective
	A management or administrative position which will utilize my past experiences while providing new opportunities for personal and professional growth.

	Experience
	Mortgage Assistant
Orion Mortgage, Inc. 08/12 – present
· Track loans from signed application to closing, research and collect supporting documentation and provide personalized service to each borrower.
· Responsible for maintaining files with highly confidential content.

· Assist with marketing, mailings, seminar coordination and client contact.

· General office duties including answering phones, vendor relationships, etc.

	
	Owner
Aspen Judgment Enforcement, LLC, 06/06 – 06/08
· Started, managed and sold a licensed & bonded Colorado collection agency specializing in judgment enforcement.

	
	Director of Corporate Services

InterKnowlogy, LLC, 06/00 – 05/03
· Member of Executive team with PHR and HR Generalist Certificates.

· Responsible for development and oversight of all HR functions including benefits selection and administration, ADP payroll, recruiting and employee events, as well as office management and general accounting such as A/R, A/P and account tracking.
· Worked directly with sales, project management and engineering departments.

	
	Office Manager/Executive Assistant

Prentiss Properties, LLC, 08/98 – 06/00
· Responsible for all office management duties as well as sole support to leasing, tenant improvement, construction and development departments.

· Development support included tracking expenses for a $26 million project in Del Mar, CA, reporting directly to project lender.

	
	Residential Services Manager

Human Resources Manager and Admin. Assistant
Lead Life Skills Trainer
Learning Services – Southern California, 05/95 – 11/97
· Advanced from entry-level direct care to HR Manager/Admin Assistant of brain injury facility within 5 months.  Moved into Residential Services Manager position within 2 years.
· Reorganized local HR files, tracking systems and benefits presentations.  Corporate office utilized my system to streamline processes at other locations.

· RSM responsibilities included resident care and case management, all aspects of business and personnel administration and continual communication with and between staff, contracted medical and rehabilitation specialists and families of residents.

	Skills
	Word, Excel, PowerPoint, Publisher, ACT, Point, Outlook, Internet, 10-key, 90 wpm, excellent grammar and proofreading skills.

	Education
	Andrew’s School of Medical Transcription – Certificate of Completion
Dordt College, Sioux Center, Iowa - Bachelor of Social Work Degree (BSW)


