Lanette D. Walker
LanetteWalker@gmail.com
720-375-6966

Objective:
To sustain consistent employment with a reliable company that provides a good working environment as well as opportunity for growth and advancement. 
Experience:
2010-2011                                            C&IH                                    Wheat Ridge, CO             
Legal Researcher & Case Manager
· Responsible for writing legal reports and creating spreadsheets used in both state and federal cases
· Performed quality assurance checks on legal reports, spreadsheets, and a variety of additional legal documentation
· Researched and managed pertinent legal cases, case files, and documents
· Assured that all legal cases were completed by designated deadline
· Worked directly with the president, vice president, as well as managers, multiple expert witnesses, and partners
2006-2010                                      Service Magic                                       Golden, CO 
Moving Advocacy Manager
· Created a new department and innovative methods for processing company requests 
· Managed the department to ensure the company vision and objectives were achieved
· Maintained consumer, contractor, and client relationships
· Produced and presented reports for directors, vice presidents, and CEO’s 
· Researched and created new methods to improve efficiency and effectiveness
· Created new company guidelines, policies, scripting, and training 
Personal Project Assistant
· Directly communicated with crucial clients 
· Investigated and resolved claims based on proper documentation and company policy
· Conducted background checks
· Ensured that all state incensing and insurance requirements were met 
Filter Specialist 
· Researched and processed consumer service requests 
· Created project descriptions on behalf of the clients 
· Performed testing exercises for upper management 
· Created innovative ways to improve the filter process as well as consumer accuracy
Consumer Specialist
· Processed incoming consumer service requests 
· Proofread consumer ratings and reviews
· Provided floor training for new customer service representatives
2004-2006                              Aon Innovative Solutions                              Golden, CO
Human Resource Generalist
· Performed recruiting and staffing duties 
· Assisted with employee orientation
· Handled employee services as needed
· Performed employee interviews 
· Contributed to the hiring process 
Trainer
· Assisted in the interviewing and hiring of new employees
· Trained new employees on company and/or program guidelines, quality standards, and technical systems
· Contributed to the structure of training programs
Claims Examiner
· Researched claim documents provided by card members 
· Paid and/or denied claims based on the company policy and documents received
· Educated card members on retail benefits, travel benefits, and company guidelines

Computer Skills:
Excel 2007, Word 2007, PowerPoint 2007, Outlook 2007, Windows XP Home and Professional editions, Internet Explorer, AS400 
Additional Qualifications:
Excellent verbal and written communication skills, strong analytical skills, interpersonal skills, innovative problem solving skills, technical skills, ability to work in a fast paced environment, excellent leadership, flexible team player, self motivated, positive attitude, willingness to learn
Education:				
Regis University                                    Denver, CO                            Graduation: August 2012
School of Humanities, Social Science, & Management
Bachelors of Arts in Communication	     
Certificates in Executive Leadership, Mediation, Public Administration, and Conflict Management
