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<IDOCTYPE html> <
<HTHL>

<HEAD><Titlestork & Education</title></head>

<body bgcolor="#AED673" text="4000080">

<H2 align="center"><font face="arial"><u>EDUCATIONAL BACKGROUND</u></font></h2>

enter” border="2" cellspacing="3" width:

enter”>

s3>

11| <th>Educational</br>Tnstitution</th>
12| <th>Degree/License</th>

12| <th>Year</br>Graduated</th>

18] <th>GPAC/thy</tr>

15| <tr>

18| <td><a href="http://wwi.neiu.edu/">Northeastern T1linois Univeristy</a></td>
17| <td>Bachelors of Business Administrationc/td>

18| <td>Expecteds</br>2017¢/td>

19| <td>3.78</td></tr>

<t

<td><a href="http://ww.chicagorealtor. con”>Chicago Association of Realtors</a></td>
<tdBroker’s License</td>

<td>2012¢/td>

<tdonac/td></tr>

R

<td><a href="http://ww.oakton.edu">0akton Community Collegec/a></td>
<tdsAssociates of the Arts</td>

<td>2010¢/td>

<td>3.83¢/td></tr>

</tbody></table>

<br>

<H2 align ="center><font face="arial"><u>hORK HISTORY</u></fonts><h2>

“left">Paylocity &nbsp;<i>(Sales Administrator)</i><div><small>October 2014 - Presentc/small></div></h3>
align="left"><font size:

<li>Responsible for supporting a team of 10 - 15 sales reps, managing all new client setups, verifying the accuracy and completion of all

required paperwork and sales requests </1i>

<li>Communicate with various department heads and managers on behalf of the sales team in order to mest client expectations, deadlines, and other department needs</li>

<lisMaintain and update sales records & client databases to insure the accuracy of daily executive reports</li>

<lijorganize the distribution of sales collateral & field equipment, schedule meetings, lunches, & travel arrangements for all sales new hires, & training events</li>
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<br>
<H2 align ="center><font face="arial"><u>hORK HISTORY</u></fonts><h2>

“left">Paylocity &nbsp;<i>(Sales Administrator)</i><div><small>October 2014 - Presentc/small></div></h3>
align="left"><font size="3">

<li>Responsible for supporting a team of 10 - 15 sales reps, managing all new client setups, verifying the accuracy and completion of all

required paperwork and sales requests </1i>

<li>Communicate with various department heads and managers on behalf of the sales team in order to mest client expectations, deadlines, and other department needs</li>

<lisMaintain and update sales records & client databases to insure the accuracy of daily executive reports</li>

<lijorganize the distribution of sales collateral & field equipment, schedule meetings, lunches, & travel arrangements for all sales new hires, & training events</li>

</ul>

<h3 alig
<ul type="disc” align="left">cfont size=
<lisMonitored and tracked essential documentation complying with state regulationsc/li>
<lisProvided administrative support in daily functions, meetings, marketing, and training </1i>
<lisArranged appointments and communications for prospective homebuyers and sellers </1i>
<lisAssisted and accommodated needs of clients in all facets of buying and selling property </1i>
</ul>)

“left">absolute Realty Source &nbsp;<i>(Broker)</i><div><small>October 2012 - 2015¢/small></div></h3>

<h3 align="left">Uestin Chicago Northshore &nbsp;<i>(Customer Service Express Agent)</i><div><small>October 2013 - 2014</small></div></hs:
<ul type="disc” align="left"><font size="3"

<li>Coordinated all incoming calls, internal and external, and delegated requests to appropriate staff</li>
<lisPresented information on Westin brand programs, events, facilities, and services</1i

<lisUpdated guest reservations and personal data, as well as, ensured privacy and security</1i:
<li>Conducted follow-ups and resolved guest issues and complaints</li>

</ul>
<h3 align="left">Des Plaines Public Library &nbsp;<i>(Page & Processing Clerk)</i><div><small>October 2007 - 2012¢/small></div></h3>
<ul type="disc” align="left">cfont size="3">

<li>Aided and informed patrons in location of all library materials, community programs and services</li>
<li>supervised workflow, job performance, and trained new or fellow employees</1i:

<lisenforced policies and procedures, while safeguarding confidential and restricted information</li>
<lisFacilitated overall operations of library materials and functions and handled departmental Files</li>
</ul>

</font>
<hr><address align="center">Page Design by Krystal Kelham. Updated April 16 2016¢/address>
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Contact Information

Address:
5500 North St. Louis Avenue
Chicago, IL 60625
Email:

LT

Phone/FAX:
(773)442-6104 / (773)442-6110
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<IDoctype html>
<html>
<head>ctitlesContact Krystal</title> </head>

#5C3E90" text="white">

T
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N

5| <body bgcolor
s

7| <Hi>cCentersContact Information</centers</h1>
s
®

<p align="center"><font size="4">cb>Address: </b></br>
10/ 5500 North St. Louis Avenue </br>

11| Chicago, TL 68625</font></p>

center”><font size="4"><b>Email
="http://nmail.neiu.edu"><ing src=’

</b></br>
images/nailbox.gif" alt="Animated Mailbox"/></a>

center”><font siz

4"><b>Phone/FAX: </b></br>(773)442-6104 / (773)442-6110 </Font></p>

19| <hr><address><center>Page Design by Krystal Kelham. Updated April 16 2016¢/center></address>
</body>
</html>
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Krystal Kelham Resume

Biography Resume Contact

| am a diligent, committed, and highly ambitious individual who utilizes a positive attitude and strong work ethic to achieve
results in customer service and administrative responsibilities. | have demonstrated my ability to build relationships and establish trust with clients
and coworkers. | hold a strong focus and attention to details and a willingness to accept additional responsibilities when needed. With a proven ability to
overcome obstacles in order to maximize operational performance, | seek opportunites that can utilize my strong organizational skills
and administrative background to improve operational performance and functionality.
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<HTHL>
<HEAD><TITLE>Resume for Krystal Kelham/title></head>

TYPE html>

SFCFE4C" text="red"><HL><Center><font face="arial">Krystal Kelham Resume</font></center></hl>

CCENTER><b><Font face="sans-serif"><a href="BiographyPage.htnl">Biography</a> <a href="ResuncPage.html">Resume</a> <a href="ContactPage.htnl">Contact</a></font></b></center>

T
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s
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®

<CENTER> <ing s

images/Profilepic.ipg” alt="Profile Picture" vspace="20" style="width:171px;height:244px;" border="5"/></center>

11 <p align="center"><font face="arial" size="4"> I am a diligent, committed, and highly ambitious individual who utilizes a positive attitude and strong work ethic to achieve</br>
12| results in customer service and administrative responsibilities. I have demonstrated my ability to build relationships and establish trust with clients </br>

12| and coworkers. T hold a strong focus and attention to details and a willingness to accept additional responsibilities when needed. With a proven ability to</br>

14| overcome obstacles in order to maximize operational performance, I seek opportunites that can utilize my strong organizational skills </br>

12| and administrative background to improve operational performance and functionality.</font></p></br>

7| </br>
12| <hr><address align="center">Page Design by Krystal Kelham. Updated April 16 2016¢/address>
19 </body>
2| </html>
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Biography

After graduating highschool in early 2007, | enrolled in community college to earn my Associates degree; all while working 2 part time jobs.

Once | received my degree, | continued to work and save until | made the decision to pursue my desire of studying abroad. After 4 months, I returned to obtain
my broker's license and begin a new career in Real Estate. After 2 years, | decided to return to school and fullfill my long term goal of earing my Bachelor's
degree in Business Administration. Today, 'm well on my way towards completeing this goal; all while working full time, attending school partime,
as well as enjoying any freetime with my friends, family and two cats

Interests & Hobbies

= My interests vary greatly as well as evolve and change over time. Since Highschool, I've spent several years studying music and playing instruments. To this day | continue to sing and
play guitar.

= Two years ago | had a unique opportunity to study abroad in Mexico, and discovered a passion and appreciation for traveling, and studying various cultures, and languages.

= Always being brought up on healthy food, I enjoy cooking and baking from scratch. Similarly, | have made it a mission and to collect and lean all the family recipes from our
Ecuadorian heritage.

= During the summers, | get involved with various outdoor activies, from swimming, kayaking, and hiking

Short Term Goals

1. Set a workout plan in place by the Ist of May

2. Participate in a fundaiser race by the end of the summer

3. Donate unused household and clothing items before August 2017
4.Pay offall my debt by the end of 2017

5. Plan a weekend trip someplace in the US before Octaber

Long Term Goals
ST

Inglés. 1. Plan a trip to Israel by October 2018
g oo Eoglish Englezd 2. Graduate with my Bacheleors before I'm 30
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<HTHL>
<HEAD><TITLE>About Krystal</titles</head>
<body bgcolor="#FC473" text="#260751"><H1 aligr

center”><font fac:

arial"><usBiography</u></font></h1>

<p align="center"><font face="arial">
after graduating highschool in early 2007, I enrolled in community college to earn my Associates degree; all while working 2 part time jobs.</br>

Once T received my degree, I continued to work and save until I made the decision to pursue my desire of studying abroad. After 4 months, I returned to obtain</br>
my broker's license and begin a new career in Real Estate. After 2 years, I decided to return to school and fullfill my long term goal of earing my Bachelor's</br>
10 degree in Business Administration. Today, I'm well on my way towards completeing this goal; all while working full time, attending school partime,</br>

1t as well as enjoying any freetime with my friends,family and two cats.</p>

12| <p align="left">cfont size="4"><b>

14| Interests & Hobbies</b></font></p>

15| <cul type="square">

16| <1i>My interests vary greatly as well as evolve and change over time. Since Highschool, I've spent several years studying music and playing instruments.

17| To this day T continue to sing and play guitar.</il>

12| <1i>Two years ago T had a unique opportunity to study abroad in Mexico, and discovered a passion and appreciation for traveling, and studying various cultures, and languages.</1i>

19| <1i>Aluays being brought up on healthy food, I enjoy cooking and baking from scratch. Similarly, I have made it a mission and to collect and learn all the family recipes from our
Ecuadorian heritage.</1i>

2| <li> During the summers, T get involved with various outdoor activies, from swimming, kayaking, and hiking.</li>
21| </ul>

2

2| <br>

2| cfont face="arial” size="4">cb>Short Term Goalsc/b></font></font><ing src="images/checklist.jpg" align="right" alt="checklist"/>

2 <ol>

2| <lisset a workout plan in place by the 1st of May</li>

27 <lisParticipate in a fundraiser race by the end of the summer</li>

28| <li>Donate unused household and clothing items before August 2017¢/li>

2| <lisPay off all my debt by the end of 2017</1i>

% <1i>Plan a weekend trip someplace in the US before October</1i></ol></br>

31| </br>

F

=

3| </bro<font face="arial" size="4">cb>Long Term Goals</b></font><ing src="inages/language.jpg" align="left" hspace="30" alt="language tree" style="width:368.50px;height:205px;"/>
3 <ol>

| <li>Plan a trip to Israel by October 2018.</1i>

47| <lisGraduate with my Bacheleors before I'm 30¢/1i>

2| <lisuork within a assistant Property Management position before or by graduation.</li>

% <lisMove to another state and purchase a house in 5 years</1i>

40 <lisPut together a family tree within the next 5 years</1i>c/ol> .
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<p align="left">cfont size="a"><b>
Interests & Hobbies</b></font></p>

<ul type="square”>

<LisMy interests vary greatly as well as evolve and change over time. Since Highschool, I've spent several years studying music and playing instruments.

To this day I continue to sing and play guitar.</il>

<1i>Tuo years ago I had a unique opportunity to study abroad in Mexico, and discovered a passion and appreciation for traveling, and studying various cultures, and languages.</1i>
<1i>Aluays being brought up on healthy food, I enjoy cooking and baking from scratch. Similarly, I have made it a mission and to collect and learn all the family recipes from our
Ecuadorian heritage.</1i>

<li> During the summers, T get involved with various outdoor activies, from swimming, kayaking, and hiking.</li>

</ul>

<br>
<font face="arial" siz
<ol>

<li>set a workout plan in place by the 1st of May</li>

<lisParticipate in a fundraiser race by the end of the sumer</li>
<li>Donate unused household and clothing items before August 2017¢/li>
<lisPay off all my debt by the end of 2017</1i>

<1i>Plan a weekend trip someplace in the US before October</1i></ol></br>
</br>

><byshort Term Goals</b></font></font><ing sr

images/checklist. ipg”

</bro<font face="arial" siz
<ol>

<li>Plan a trip to Israel by October 2018.</1i>

<lisGraduate with my Bacheleors before I'm 30¢/1i>

<lisuork within a assistant Property Management position before or by graduation.</li>
<lisHove to another state and purchase a house in 5 years</1i>

<lisPut together a family tree within the next 5 years</1i>c/ol>

><b>Long Term Goals</b></font><ing src="inages/language.jpg" aligr

"left" hspac:

30" alt="language tree” style="width:365.50px;height:205px;"/>

right">cfont size"a">cb>Technology Proficiency</b></brMicrosoft Outlook, &nbsp;hord,&nbsp; Excel, &nbsp;and Powerpoint</font></p>

right">cfont size"”>cb>Languages</b></br> English nbsp;& &nbsp;Spanish (Conversational)</font>

</font>
<hr><address aign="center">Page Design by Krystal Kelham. Updated April 16 2016</address>
</body>
</htnl>
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EDUCATIONAL BACKGROUND

Educational

P Year

Institution Degree/License Graduated GPA
Northeastern Iilinois Univeristy Bachelors of Business Administration E","O‘“f;ed 3.78

[ Chicago Association of Realtors I Broker's License I 2012 [ ma |

[ Oakton Community College I Associates of the Arts I 2010 383 ]

WORK HISTORY

Paylocity (Sales Administrator)
October 2014 - Present

« Responsible for supporting a team of 10— 15 sales reps. managing all new client setups, verifying the aceuracy and completion of all required paperwork and sales requests

« Communicate with various department heads and managers on behalf of the sales team in order to meet client expectations, deadlines, and ofher department needs

« Maintain and update sales records & client databases fo insure the accuracy of daily exccutive reports
« Organize the distribution of sales collateral & field equipment. schedule meetings, lunches, & travel arrangements for all sales new hires, & training events

Absolute Realty Source (Broker)
October 2012 - 2015

« Monitored and tracked essential documentation complying with state regulations

« Provided administrative support in daily functions. mectings, marketing. and training

« Arranged appointments and communications for prospective homebuyers and sellers

« Assisted and accommodated needs of clients in all facets of buying and selling property





