
OFR is looking for talented individuals to join our great team. 

Thank you for your interest in working for the Office of Financial Regulation. Please fill out the form below to 
submit your resume. To apply for a specific position, please visit the People First website. 

First Name: Last Name: 

Address: 

City: State: Zip: 

Phone: 

Email: 

Area of Interest 

Administrative Support Consumer Finance Examination 

Consumer Finance Licensing Computer Forensics 

Criminal Fraud Investigations Financial Institution Regulation 

Financial Investigations Forensic Accounting and Asset Tracing 

Legal Legal Support Services 

Securities Examination Securities Registration 

Resume 
Please add your resume here. You may also add an optional cover letter 




SUMMARY


SKILLS


EXPERIENCE


SHANDA CROCKETT
Shanda.crockett@gmail.com | 850-566-2404


CRAWFORDVILLE, FL 32327


Enthusiastic individual with superior skills in working in both team-based and independent capacities.
Bringing strong work ethic and excellent organizational skills to any setting. Excited to begin new
challenge with successful team.


Microsoft Work, Excel and QuickBooks
Able to type over 65 wpm
Data Entry Skills
Medical Claim Processing and Insurance
Billing
Billing
QuickBooks
Scheduling
Time management
Problem resolution


Administrative support
Relationship development
MS Office
Customer service
Planning and coordination
Insurance billing
Invoice generation
Organization


Permit Coordinator
Residential Elevators Inc. | Tallahassee, FL | September 2019 - March 2020


Applied for required construction permits for the installation of residential elevators in new homes
being constructed.
Established and maintained working relationships with permitting departments in different cities
and states other then Florida.
Responsible for making sure the permit was issued in a timely fashion.
This required organizational and time management skills.
Paid for all permit fees with a company issued credit card that I was required to provide all
receipts for at the end of the month.
Handled payment collection for new or renewed licenses, issued receipts and updated
accounts.
Earned reputation for good attendance and hard work.


Processor/CSR
ATIS Elevator Inspections LLC | Tallahassee, FL | February 2015 - August 2019


Review and correct as needed all Florida inspector's inspection reports submitted to the viewer.







EDUCATION AND TRAINING


REFERENCES


Submit Florida inspection reports to the state.
Viewer Audit Report.
Schedule Lerch Bates National Accounts inspections (ME, DE, DC, VA, WV, PA).
Maintained accuracy of work by completing deep research and resolving variances.
Reviewed incoming documents for accuracy and noted problems.


Schedule Coordinator
Vertical Assessment Associates | Tallahassee, FL | October 2012 - February 2015


Schedule and plan routes for inspectors in assigned area to maximize efficiency and meet or
exceed minimum daily production goals.
Ensure inspectors are informed.
Accept and processes incoming requests from elevator companies requiring acceptance
inspections.
Issue confirmed work to applicable inspector.
Submit requests to the facility's elevator company.
Update work orders as applicable.
Send scheduling requests to elevator maintenance companies until confirmation is received.
Send appointment confirmation(s) to elevator company and facility once confirmed.
Fulfill elevator company acceptance inspection requests (same day response).
Assist inspectors with any questions regarding the schedule.
Send appointment reminders as necessary to ensure elevator companies are confirmed.
Maintain constant contact with inspectors to ensure comprehension of schedule.
Process requests from elevator companies for construction inspections (same day response).


Tallahassee Community College | Tallahassee, FL | 2010


High School Diploma
Liberty County High School | Bristol, FL | 2003


References Shenel Ransey 954-790-9527 Shanda crockett Page 2 Elaine Smalley 239-851-7662 (former
manager) Lee Rigby 850-294-1070 (former owner of Vertical Assessment)





Form user
File attachment on: 2023/01/20 13:26:50




This is a test for the resume collection. 
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