DENISE LEISHMAN
763-218-8783
 

deniseleishman@gmail.com
18335 Weaver Lake Dr N, Maple Grove, MN 55311

SUMMARY OF QUALIFICATIONS
· Deliver quality customer service and staff support to a diverse population.
· Financial experience including payroll, billing, point of sale and reconciliation

· Proficient in basic and advanced software applications

· Excellent organizational skills with strong attention to detail

· Outstanding articulation in written and oral communication
PROFESSIONAL EXPERIENCE

Angelfire Services, Inc, Maple Grove MN 




2007-present

Independent Property Acquisition Support Specialist

· Data management for company database, acquisition reporting and documentation.
· Screen and research leads, schedule appointments for Acquisition Team.
· Develop, implement and manage direct mail marketing programs.
· Document operating procedures for new positions.
· Maintain agenda and minutes for Marketing and Sales meetings.
City of Maple Grove, Maple Grove MN 




1994-present

Head Precinct Election Judge, 1998-present

Precinct Election Judge, 1994-1998

· 
Manage staff, prepare site, open and close election polls, register voters, public relations, resolve voter issues and report election results.

American Red Cross, Twin Cities Area Chapter, Minneapolis MN 
2004-2007

Lead Account Associate, 2006-2007





Registration Assistant, 2004-2006

· Coordinate day-to-day Account Associate duties and facilitate communication between Customer Service Manager and Account Associates.

· Assist Customer Service Manager in defining, documenting and communicating policies and procedures.

· Aid customers with registrations, cancellations, transfers and payments; prepare class paperwork and certificates; reconcile fees upon class completion; product and equipment selection for sales and rental.

· Process course records; prepare and distribute invoices; respond to customer billing inquiries.

Red Roof Inns, Plymouth MN 






1999-2004

Guest Service Representative – Front Desk

· Guest reservations, arrival, billing and departure. Maintain customer satisfaction and room reconciliation. 
· Payroll processing, assisting other departments and properties as needed. 

SOFTWARE

Microsoft Word, Excel, Outlook, Maximixer CRM, ACT CRM, Inter-tel AXXESS Phone System, ATLAS Learning Management System, CHERS CRM, TELEMAGIC CRM, Cougar Mountain Accounting System, WINSTAR payroll system, FIDELIO Reservations System
VOLUNTEER EXPERIENCE
· Elementary School Parent Volunteer – Various capacities
· Boy Scouts of America Volunteer - Den Leader, Pack Committee Chair, District Day Camp Manager, Merit Badge Counselor, Troop Activities Committee
· Girl Scouts USA Volunteer - Troop Leader, Service Unit Day Camp Core Staff, Event Coordinator
· Church Volunteer – Librarian, Nursery Coordinator, Youth Teacher, Music Chorister, Food Storage Coordinator
