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PROFESSIONAL EXPERIENCE


2001-Current    
R. Jones BODYPROS Collision Repair – Des Moines, IA    

     General Manager   October 2001 – Current

· Lead Estimator

· Founding partner – Ladies Night Out: An Automotive Crash Course

· Lead hire for the front office

· Implement marketing strategies for the facility

· Payroll - weekly

· Accounts Receivable

· Accounts Payable

· Monthly Financial Analysis

· Customer Relations

· Insurance Relations

· Receptionist – answer phones and greet customers

· Oversee day-to-day operations

· Order and maintain the front office supply inventory

· Reserve Rental Vehicles for Customers

· Fill in for Production Manager when he is absent

· Schedule vehicle repairs

· Deliver vehicles when completed

· Maintain all employee files

· Schedule employee vacations

· Manage education for all employees

· Implement Standard Operating Procedures – front office and production facility 

· Schedule and teach annual Continuing Education Classes for Insurance agents 

· Schedule and facilitate FREE Class (First Responder Emergency Extrication)

· Built and implemented a Car Giveaway for four years

· In charge of updating social media outlets on a regular basis

· Built and implemented a 50/50 raffle at our local Arena Football games to benefit a local charity

2000-2001 T&L Engine Development – Stanfield, NC   

     Front Office Manager – August 2000-October 2001

· Answered all incoming phone calls 

· Reconciled five years of past bank statements

· Accounts Payable

· Accounts Receivable

· Turned in employee time cards to the payroll company

· Ran general errands for the owner

1999-2000 Des Moines Public Schools – Des Moines, IA 

     6th Grade Resource Room Teacher – August 1999 – June 2000

· Created my students IEP’s - Individualized Education Plan 

· Worked one on one with my students to accomplish their IEP’s

· Developed plans with non-special education teachers to make sure that my students were not falling behind with their school work and getting the necessary help to accomplish their homework

· Held a parent/teacher conference to discuss the progress of the student’s IEP with their family
EDUCATION

1998
      University of Northern Iowa, Cedar Falls, IA 




       Bachelor of Fine Arts – Elementary Education

       Minor – Behavioral Disorders – Elementary Education

INDUSTRY and COMMUNITY BOARDS

· ICRA - Iowa Collision Repair Association Secretary
· Johnston Community School Foundation
· Johnston Alumni Board Secretary
· Urbandale Community Action Network – Fundraising Committee
INDUSTRY ORGANIZATIONS

· 1 Collision Iowa 
· 1 Collision Network

· SCRS – Society of Collision Repair Specialists

· CIC – Collision Industry Conference

· ASA – Automotive Service Association

· WIN – Women’s Industry Network

· ICRA – Iowa Collision Repair Association

· NABC – National Auto Body Council

COMMUNITY ORGANIZATIONS

· EWI – Executive Women International

· BNI – Business Network International

· Grimes Chamber

· Johnston Chamber

· Urbandale Chamber

· Executive’s Association

