
Irma Williams

12353 N. 75th Street

Longmont, Colorado 80503

720-353-0997

Irmawilliams4488@gmail.com

Objective: To obtain the position of a Closing Assistant where I can utilize
my Customer skills, and work experience in a thriving environment.

SKILLS

Customer Service (Face to Face &Call Center)          Ordering Supplies        

Certified Microsoft Office Suite                                            Bookkeeping      

Answering 10 line phone system                                          Trouble Shooting

Typing (40 wpm)                                                                   Research

Data Entry                                                     Multi-Tasking  

WORK EXPERIENCE

Topnotch Services Longmont Colorado 2010 – Present

Office Manager:   As an Office Manager I maintained customer accounts, Bookkeeping, Answered customer inquiry,
explained to  customers  about  our  products,  Ordered  Supplies, Analyze  internal  processes  and recommend and
implement procedure or policy changes to improve operations,  trained clerical staff, prepared reports, and other
duties.  

Greens Property Team Denver, Colorado 2004 – 2010

Leasing Agent:   As a Leasing Agent to a property firm I greeted prospective tenants, showed apartments, explained
all the benefits, and features of property, Maintained records of lessors, collected rent, credit and background checks,
all in a professional environment 

APAC Denver, Colorado            1998 – 2004

Receptionist:    As a receptionist for an employment agency I greeted jobseekers that came in for job assessments, I
explained the process of getting jobs, I administered skills test, I answered phones, transferred calls to agents, I used
varies office equipment, scheduled appointments, and various other duties.  
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EDUCATION

MTS College                             Omaha, Nebraska Microsoft Certification 

Business Administration           Omaha, Nebraska            Associate Degree

USA MILITARY

USA Army     Germany Honorable Discharge

SUMMARY:   I am articulate, confident, and I maintain a professional appearance with a 
positive attitude.  I can communicate with diverse people group, I have excellent phone 
manners I uphold company policy, and core values.  I am very detailed orientated, and 
organized,   I proofread; I can ask probing questions to get to the heart of an issue, and seek 
out ways to resolve issues quickly and professionally.  I make a first good impression.  I work 
well in a fast paced company; one of my strongest points is the ability to deal calmly with irate 
customers.   
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