3021 Dexter St
Denver, CO 80207
720-670-9393
assistprocorp@gmail.com                                                                                    
Natasha Carter

Education		2005 - 2009		DeVry University			Westminster, CO
			Bachelor’s Degree – Business Administration
			Emphasis on Project Management and Human Resources		

Work experience	2015 - Current		AssistPro		 	Denver, CO
			Assistant
· Personal Assistant; Consulting
· Personal and S Corporation Year End Taxes; Quarterly State and Federal tax form filings; Miscellaneous State and Federal Forms; State and Federal abatement forms; Reconcile delinquent taxes; Follow up with State or Federal entities on status of open items until resolved; Closed out S Corporations; Resolved miscellaneous tax issues; Created online accounts for State and Federal entities; Created new accounts for unemployment, tax identification numbers; Filed forms both State and Federal to start new S corporations and 501(c) 
· Closed S Corporations; Moved S Corporations from out of state to Colorado as foreign entities and changed to Colorado companies; Worked with Secretaries of States and filed needed documents
· Payroll; Hiring Forms; Issue W2’s; Create, send out and stay current with NDA forms and any other confidentiality agreements or hiring contracts; Place hiring ads; Conduct interviews; Find staff for household needs; Created and turned in spreadsheet timesheets for self-employed clients to turn into their contractor with status updates; Bank deposits
· Pay bills; Store and file Online returns; Follow up on refunds until correct amount in bank; Order office supplies and other shopping as needed; Put bills on automatic payments; Change Due Dates on Accounts; Get best deals available on accounts
· Reorganize filing system to match electronic system; Create easy to maintain filing/electronic systems; Archive files
· Organize credit card information, usernames and passwords and monthly, quarterly, annually and miscellaneous personal expenses into easy access spreadsheet; Organize household closets; Organize supply closets; Organize file room
· Observe staff and train on time management, organization; Create internal systems to make office run smoother
· Assist with branding and fundraising; Meet with corporate sponsors; Assist in fundraising campaigns; Create marketing material for fundraising campaigns 
· Create weekly PowerPoint to update client(s) on all items open and closed; Create daily spreadsheets accessible by client to log notes on work and update status, log hours worked and on what, log expenses outside of contract rate; Email client based on their preference with documents with updates as well as summary in email (if needed)
· Assisted with time allocation, forecasting costs, actual costs, finding where to cut costs to keep on plan (if needed) with Project Management Clients
· Download media to computer; Make media available on all kindle/Ipod/Ipad/ Iphone products; Combine Amazon accounts
· Create and manage accounts for mass email campaigns; Design and Create emails for campaigns and newsletters
· Research miscellaneous items and make recommendation as per client request; After research make implementations
· Organize, create and host online meetings; Ensure meetings fit all executive staff’s schedules; Schedule based on different U.S. time zones
· Sell miscellaneous items online for clients
· Obtain loads for CDL drivers; coordinate pickup and delivery, invoice for and take payments, customer service, quote route pricing per current market, update and maintain dispatching software 


2007 - 2015		Springleaf Financial Services 	Aurora, CO
			Assistant Branch Manager
· Notary Public
· Obtain Credit Insurance licensing, in addition to Life and Health Insurance         licensing and Mortgage Originator Licensing NMLS # 356979
· Manage employees; Assist in day to day management of the branch
· Consumer finance: Personal loans, Auto loans, Home loans, Lines of credit
· Take credit applications; Process/Underwrite credit applications; Close consumer loans and mortgages
· Setup new retail financing dealers by training the dealers on operations, procedures and paperwork
·  Maintain dealer relations
· Purchase in retail financing; Verify retail financing
· Assess customer’s financial/insurance needs and match them with appropriate products
· File appropriate paperwork with appropriate county to get titles and deeds recorded, released and purged
· Collections; Work with customers to get accounts caught up; Litigation; Repossession
· Solicit current customers for additional money, debt consolidation, mortgages, lines of credit
· Customer Service
· Accounts payable
· Interview; Hire and train new employees; Promote growth and development with employees

			2005 - 2007		Med1Online			Golden, CO
			Service Coordinator
· Answer and field all incoming service calls; Create incidents for all incoming service calls
· Provide daily updates of current issues to the Service Manager
· Coordinate service needs with multiple internal departments
· Meet with Biomed to go over warranty issues, trends, etc.; Meet with Sourcing to clarify and establish priorities
· Investigate and manage Biomed warranty issues; meet with Executive Management to determine an effective resolution
· Manage manufacturer warranty issues; Manage freight claim issues (not related to buys); Manage web order errors
· Provide continuous updates to customer and follow through with resolution for service calls; Provide resolution and follow through for customer complaints; Provide customer satisfaction follow up to 100% of all sales
· Create return/refund files for warranty issues; Create purchase orders for 3rd party contractors
· Coordinate field service repair for warranty issues; Coordinate training on equipment with the customer and trainer; Coordinate installation on equipment with the customer and installer
· Obtain continuous updates from vendors
· Update database with current third-party contract information
· Train new employees on MAS functions and other routine tasks
· Collaborate with Sales to handle various sales/warranty issues; Collaborate with Service Manager to create processes within the department; Collaborate with Service Manager, Executive Management and affected department(s) to update processes outside of the Service department
TIR Representative/Backorder Agent
· Produce sales leads; Provide product information to customers; Promote seminars and products company sells/buys/trades
· Upload and maintain documents used for marketing; Write and edit scripts    used
· Update website for procurement needs
· Maintain databases and spreadsheets for procurement
· Train new employees on TIR job duties

2004 - 2005		Finer Air Quality			Denver, CO
			Assistant Marketing Director
· Make telemarketing phone calls
· Phone room team leader
· Production cost and productivity reports
· Set appointment schedule; Dispatch scheduled appointments to sales reps
· Motivational and informative meetings
· Reception; scheduled interviews
· Train new employees 

2003 – 2004		Rainsoft of Denver		Thornton, CO
Appointment Setter
· Provide customer service to existing and potential customers
· Generate leads for sales reps
· Schedule appointments with potential customers for sales reps
· Train new employees 


Software:	IBM compatible computers, Apple computers, Android and IOS operating systems, Windows 11/10/8/7/00/97/XP, Vista, MS Office (Word, Excel, PowerPoint, Access, Outlook, Project), QuickBooks, Intuit Payroll, Adobe Softwares, MS Money, MS DOS, Goldmine, Class, Star Office, Claris Works, MYOB, TeleVantage, Omnirush, MAS 500, CITRIX, VPN Networks and various Internet Browsers.

