ALLEN D. LEE

(801) 900-3205 e allendonlee@gmail.com ® www.EvergrowBusiness.org ® 1951 N. 700 W. Provo, UT 84604

accuracy, attention to detail and timeliness in improving front-end and back-end product functions and personnel for various

diverse-industry employers, employee quality of life, and customer satisfaction. Office, Supervisory, & Training career spans
some 35 years of experience in general business, retail, higher education and other industries, which has included accountability for the
processing of up to 600 invoices/filings worth ($90K) per month. Backed by solid credentials (Bachelor of Science +) and proficiencies
in general Office Practices as well as expert in MS Office Suite, QuickBooks, Adobe Creative Suite, & more.

I : NTERPRISING, HARD-WORKING, QUALITY ASSURANCE EXPERT, OFFICE SPECIALIST & SUPERVISOR/MANAGER known for

KEY SKILLS
e Type 55wpm, 10-Key/touch, all office machines, e Supervision/Management & Personnel Training &
Customer Service Expert, & CRM Software Team-building
e  Accounts Payable AS400, Payroll, Windows/MAC e Physical Therapy, modalities, massage, evaluations, &

. . exercise rehabilitation
e Invoices/Expense Reports/Payment Transactions

e Government Regulations, Standards, & Filings e Records Organization, Management, Procedure Development

e Computer Troubleshooting, Basic Home/Office e Certified Security Officer & Private Investigator

Networking, Web Development, using CGI, PHP e Report Writing, Interpreting Laws, Blogging

Scripts, etc. e First Aid, CPR, & Water Safety Instructor/Prev. Certified
e Expert in Internet & Social Media, Advertising, etc.

Volunteer Experience
THE CHURCH OF JESUS CHRIST OF LATTER-DAY SAINTS. /Religion] - NV, GA, HI, UT

Scout/Cub Leader, Physical Facilities Rep., Sunday School Pres., Elders Quorum Teacher, +. 1980 to Present
Held/volunteered for many positions teaching, training, & speaking with the Church youth/adults, and the general public.

COMPUTER REPAIR / TRAINER MARTIAL ARTS & FITNESS. [Computers & Health] - NV, GA, HI, CA, UT
Computer Help & Fitness Instructor. 1986 to Present
Years of Fixing/Setting-up computers for home & business. Instructor & Assistant in Martial Arts and various Sports.

PROFESSIONAL EXPERIENCE

ALLIED UNIVERSAL SECURITY SERVICES [Aus.com] — Eagle Mountain, UT
Security Officer 02/2022-08/2024
Two Sites, multiple Posts, Swing & Grave Shifts for Tyson Foods and Facebook (Mortenson Construction) Front Desks, Gates including
detailed “Truck Gate” for Tyson processing Inbound and Outbound Products, Data Entry, Inspections, Bag Inspections, Logs etc.

VOYSO LLC [CreditFix.com] - Midvale, UT
Client Care Representative 09/2018-03/2019
Credit Repair, processed challenges and disputes, letters to the Credit Bureaus to remove negative items off reports. Educated clients
about general credit repair. Consistently #1 in most performance stats having many Certificates of Achievement.

THE RESULTS COMPANIES [Comcast Billing] - Provo, UT
Customer Support Specialist 06/2017-06/2018
Billing support for Comcast products, Cable, Internet, Phone, Home Security etc. Assisted customers with issues related to those
products, including sales adding value to a customer’s current services, as well as some technical support even though not specific
to my job title. Among 150+ employees was consistently in the Top 10 for KPI.

GENERAL DYNAMICS [Affordable Health-care Act] - Lindon, UT
Customer Support Specialist 11/2013-01/2014
Processed the required confidential information to sign up clients for the “Affordable (sic) Health Care Act”. Assisted clients with
questions, issues signing up, website, etc. Helped them have the required information necessary to sign up, educated them in the rules
and standards, and helped them choose a Health care plan that would fit their needs.
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PROFESSIONAL EXPERIENCE (FULL HISTORY)

e  Technical Support Specialist - Teleperformance USA e Fitness Center Trainer/Supervisor - BYUH / 00-2001
Inc. [Verizon Project] - Lindon, UT 07/2012-07/2013 e  Admissions Clerk - BYUH / 98-1999

Resolved technical support issues for Verizon’s Fiber- o  Cook - BYUH & Laie Temple HI / 97-1998

gsgz E};‘l’lﬁfe;ﬁ‘éﬁ)"tﬁ; ‘i‘v E’ gﬁ?g‘:&:ﬁgf&phone' e Medical Biller - NV Occupational Health / 1997
computers for internet connectivity, email and other ~ ®  Accounts Payables Clerk - Peppermill Restr. NV /96-1997

issues, including by remote. Superior FTR (first time ¢  Security Officer - Holiday Hotel/Casino NV / 94-1995
resolution) of client issues, always on-time for work, . .

only trainee during training class to pass all three tests * Office Assistant - Single Parent/Re-entry NV /1994
“first-time”. e  Security Officer - Pinkerton Security NV /93-1994

e Business Support Specialist - MyNewCompany.com Inc. ®  Physical Therapy Aide - South Lyon Medical NV / 1992
[Business Formation] - Las Vegas, NV 8/06-10/2009 e  Bagger/Meat Room - Scolari’s Market NV / 91-1992
Processed the required legal paperwork for forming e USMC Security Forces/Infantry / 90-1991

new companies (Corporation’s/LLC’s & DBA’s) in all . .
50 states & DC, including Dissolution's, Amendments, ® Maintenance Crew - Lyon County Public Works NV / 1990

Annual Reports, Foreign Qualifications, etc. for o  Office Assistant - Army National Guard NV / 89-1990
currently existing companies. Helped create new e Office Assistant - Lyon County Assessor NV / 1989

business streams and improve company processes. N I Ve )
Night H -P rmill Hot ino NV / 1988
e Citizens Area Transit (Coach Operator) - NV / 05-2006 '8 ouseman - teppermilt Hotel/L-asino

. .. e  Various work when a youth, Gas Station, Cafe, Motel, mowed
e  Earthlink/Dell Tech Support Specialist - NV /2002 lawns, Police Ride a-long’s, etc.... NV, GA, CA /1980-1988
EDUCATION

BRIGHAM YOUNG UNIVERSITY - HAWAII - Laie, HI
Bachelor of Science in Information Systems & Exercise Sports Science, 3.45GPA, 98-2001
Computer Trouble Shooter (Software, Hardware, & Web Sites), Fitness Trainer, developed the FullBodyFIT™ fitness program,
Martial Arts Instructor, Exercise/Sports Science and Singapore, Malaysia, & Indonesia Clubs member, University Choral Soloist and
Performer, Senior Thesis/Study on “Dynamic Muscle Tension” using computer technologies in its presentation, Church Elders
Quorum Teacher.

TRUCKEE MEADOWS COMMUNITY COLLEGE - Reno, NV
Criminal Justice Major, 3.54GPA, 94-1996
Phi Theta Kappa (Scholastic Honor Society), Dorm Court Justice & Peer Counselor with “Sierra Nevada Job Corps”, Church Sunday
School President.

SIERRA NEVADA JOB CORPS - Reno, NV
Security Officer & Private Investigator Certifications, Dispatch, 1993

UNITED STATES MARINE CORPS - Camp Pendleton, CA
Security Forces/Infantry, 90-1991

TECHNOLOGY SUMMARY

MS Office Suite @ Adobe Creative Suite @ Windows/MAC e QuickBooks e (any/all) Software & Web Applications

REFERENCES
Eric Jones Maja Machado David Christianson David Perry Courtney Stewart
Allied/Tyson Supervisor Allied/Tyson CoWorker Roommate Client Services Director Client Services Manager
971-322-8855 Mobile 385-230-0439 801-425-9812 Voyso LLC Voyso LLC ‘
385-770-6437 Work maja.machado@tyson.com  bemydavidl @gmail.com 916-284-2118 courtney.stewart@pentius.

com

ic.j 4@t .
eric.jones4@tyson.com 435-849-4252
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