LaRhonda Tyler
4304 N. Peniel
Bethany, OK 73008
405-404-8016
Rhondat9@yahoo.com

Professional Experience

Southern Nazarene University	02/16-Present
Graduate Financial Aid Counselor
· Created a new tracking system in order to better assist graduate students needing financial aid
· Assist 300-500 Adult learners to obtain financing for graduate level degree completion programs
· Coordinate with business office to ensure financing in place prior to start of degree program and each group’s new semester
· Assist in training new financial aid counselor
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ACI Motor Freight Wichita KS
Rate Clerk	04/15 – 01/16
· Audited freight bills for accuracy and correct billing errors
· Provided rates for freight transport to customers and freight brokers
· In addition to rate clerk duties, took responsibility for receiving Customs freight and coordinating documents with brokers and Wichita Port Director

Cessna Aircraft Company Wichita, KS		2007-2014
Administrative Assistant	2007-2008
· Answered phones, scheduled appointments for three supervisors, screened and directed incoming visitors according to company policy
· Led Export Compliance Manual Development group responsible for writing Import/Export Compliance procedures
Admin Engineering Compliance – Associate 2008-2014
· Worked with brokers, buyers and vendors to pre-clear import and export shipments, including verifying values, HTSUS classification, and completing required government forms (FCC, TSCA, DOT)
· Led Green Belt Project to automate foreign person license information
· Led Green Belt Project to gather project info and group metrics
· Completed EEI filings through the Automated Export System 
· Commercial compliance including Restricted Parties screening and training
· Worked with buyers in the United States and Mexico and outside vendors to obtain Country of Origin documentation for imported and exported items
· Completed process improvement projects for Country of Origin process and Import Receiving process
· Team member of group that audited import records for compliance with federal import regulations
· Ran  reports through Customs and Border Patrol ACE system for audit purposes
· Managed process self-audits for Cessna Trade Compliance department
· Took outside training courses to prepare for Customs and Border Protection’s Customs Broker License exam

INTRUST Bank Wichita, KS	1997-2007
Customer Service Representative 1997-2001
· Answered customer inquiries regarding credit and debit card transactions, statement, and balances
· As a senior representative, monitored incoming calls by junior representatives for accuracy 
Quality Assurance Rep/Trainer
· Trained new Customer Service Representatives in systems, procedures, and telephone etiquette
· Developed training materials to document job functions of Customer Support department 
· Developed training materials to support new and existing procedures 
· Perform backup for supervisory functions including  Payroll card and Gift card downloads

Current Licenses
Licensed Customs Broker, Customs and Border Protection – 2014/current through 2017


Education

Bachelor of Arts, Management of Human Resources - 1992
Southern Nazarene University, Bethany, OK
Master of Science in Management - 1994
Southern Nazarene University, Bethany, OK
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