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CAREER SUMMARY

Administrative specialist with a proven history of interpersonal and communication skills.  Excels at functioning as a liaison between different constituencies including all levels of customers, internal and external, clients, and vendors.   Possess effective organizational management skills in an office setting.

Demonstrates expertise in the following:


	Interpersonal and Communication
	Human Resources
	Organizational Management

	· Demonstrated sound writing and verbal skills

· Enjoy working with others and a strong team player, works on diverse and highly effective teams

· Develops and maintains long term relationships with clients, vendors and internal customers

· Assists customers in determining ideal options and solutions based on their needs
	· Applicant screening; employee orientation, tracking job descriptions, posting resumes,  and managing resume database 

· Experienced in developing and implementing new hire training, and employee orientation programs

· Experienced in implementing Affirmative Action, Workman’s Compensation, Disability, Cobra, and   I-9’s compliance.

· Comfortable using- mainframe, or network environments. Experience  with AS/400,  MS Word, PowerPoint, Windows  2007 & 2010, XP, and Excel, PeopleSoft, Ariba
	· Adapts to continuously evolving work priorities

· Process improvement and research, flexible, detail oriented, and able to conquer multiple tasks 

· Meets deadlines with organizational skills along with time management

· Establishes a orderly and efficient work space



PROFESSIONAL HISTORY

Sales Specialist
For JC Penney’s
 
Customer Service, cashiering, recoveryof merchandise					       7/13-present


Administrative Assistant
For Various Temporary Agencies							        1/13-05/13


Research/Document Processor, Broomfield, CO		              			                      8/09-10/12	  
 For Urban Lending Solutions

Supports the processing department by collation of loans documents for the Home Modification Plan.
Assist in researching borrower’s information on the company’s database systems, scan documents, quality control, shipping exceptions, and categorize documents in preparation for Underwriting.
Log/track information on IRS borrower’s tax returns. 




Accounting Assistant, Prime Source Staffing Temporary Services, Denver CO
 For Westwood College Online								           3/09-5/09
Supports the reconciliation of student accounts  with a third party billing service for the Business Office Department  using PeopleSoft
Assist in processing the return of Title IV refunds


Human Resource Assistant, Office Team Temporary Services, Boulder, CO
 For Boulder County Mental Health Center                                                                             9/08-1/09

Supports all recruiting/employment activities including applicant tracking, applicant responses, screening and routing; create job postings.
Coordinate new employee orientations on a bi-monthly basis; prepare and update materials as needed; assists new hires with completion of required paperwork and ensure that all required material is collected; compose and post positions to relevant websites and recruiting venues.
Responsible for background checks and credentials.


SIRVA Relocation Formerly U S Relocation Company, Denver, CO		                        8/03-8/04
Billing Specialist

Directed collection efforts including direct contact with clients to establish payment terms of past due accounts.
Maintained Accounts Receivable aging and associated write-offs and adjustments.
Planned, managed, maintained, and administered collection policies in conjunction with maintaining and monitoring client accounts through reconciliation and collections.
Generated and assemble all invoices.

Human Resources- Administrative Assistant           		     			       5/00-8/03

· Provided administrative assistance for Administrative Manager, Human Resource Director and Recruiting Manager.
· Designed new employee orientation package and established and facilitated all new employee activities and sessions, which provides (for the first time) continuity in all company locations.
· Tracked HR expenses and Pay Bands/Salary Information, and Separation Codes
· Processed terminated employees documents , Cobra
· Coordinated offer letters, background/reference checks, and drug testing.
· Conducts exit interviews
· Writes job descriptions, and post openings to Monster, etc. 
· Reduced Office Supply budget by 50%, and increased inventory controls.
· Analyzed vendor contracts and received bids. 



McKesson Trading Company, Aurora, CO						         12/95-5/00
	Inventory Specialist 

· Alternate computer room operator on a job share basis.
· Transmitted and received data from local RISC System to out-of-state mainframes
· Coordinated with warehouse departments and oversight of quality control.
· Responsible for purchase order/receiving reconciliation to ensure correct inventory records.
· Maintained interface activity.



EDUCATION


Bachelors of Science Degree 					Metropolitan State College of Denver Co
Human Resource Administration & Communications			December, 2007
Minor in Management -	Cum Laude				
	
