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Objective:

To obtain a permanent position utilizing my customer service experience as an asset to an employer.
Skills & Qualifications:

	Customer Service 
	Data Entry
	Written & Oral Communication

	Microsoft Word
	Microsoft Excel
	Microsoft PowerPoint

	Task & Goal Oriented
	Interpersonal Skills
	Time Management


EXPERIENCE:

Aerotek     
10/06 – Present

Quality Inspection
    Cincinnati, OH
· Ensured quality control of radios for Clarion & Syncreon and engine blocks for Ahresty.

Helping Hands
3/05 – Present 

Bookkeeper- Part Time
Cincinnati, OH

· Staffed and scheduled nurses to nursing homes based on daily staffing needs.
· Sent out and collected on invoices; issued checks to nurses.
· Responsible for project forecasting and pro forma financial statements.

Gaia Technologies
5/98 – Present
Self Employed
Cincinnati, OH
· Manage investment funds, decide criteria for stocks to be considered, and analyze financial statements for 5 clients.
· Conduct investment research and make recommendations based on outlooks and personal financial goals.  

JBC Construction 
2/04 – 3/08

Bookkeeper
Cincinnati, OH

· Scheduled home construction projects ranging from $10,000 - $60,000 depending on material needed, crew availability, and deadlines.
· Responsible for accounts receivable; collecting on invoices and making arrangements for payments.

Solitaire Rock Records 
4/96 – 2/04

Account Representative
Cincinnati, OH

· Promoted concert events for local artists- arranged radio advertisements, assisted in development of promotional materials, and attended various events and venues to market and promote artists.
· Analyzed various marketing strategies; kept books.

EDUCATION & TRAINING: 


Bachelor of Arts: Finance; Entrepreneurship 
University of Cincinnati

Co-op w/ Bora Inc.  

· Analyzed conversion plan and prepared the financial analysis & pro forma cost estimates for conversion of a 27 unit apartment building to 15 condos.
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