Maggie Tice
912 East 20th Avenue, Denver, CO, 80205
989-424-8824
maggie.tice@ucdenver.edu

Objective	
Diligent and professional college graduate with administrative assistant experience and ambition to excel, seeking a position in an office environment.

Work Experience	
Temp Worker, Robert Half Staffing Solutions, Denver, Colorado				              Present
· Variety of tasks, including; data-entry, handling phones and faxes, scheduling, greeting customers and clients, making copies, distributing mail, and prioritizing different projects.
· Provided memorable and excellent customer service

Administrative Assistant, Davis Realty and Development, Clare, Michigan		        2012-2014
· Assisted management in all business operations as needed
· Responsible for logistics, including scheduling meetings, managing calendars, ordering supplies, organizing mail, answering and forwarding emails, knowledge of properties, invoicing, and processing documents.
· Answered and accurately directed customer inquiries 
	
Hostess, Earl’s Restaurant and Bar, Denver, Colorado					         2009-2011
· Organized multiple fast-moving projects at once, including creating floor charts, coordinating reservations, greeting and assisting guests, and attending to multiple phone lines
· Independently performed all hosting duties

Education	
Nutrition Therapy Institute, Denver, CO,	Present
Masters Nutrition Therapist

University of Colorado Denver, Denver, CO, 2013
B.A. International Relations
[bookmark: _GoBack]Thematic Concentrations: Economic Development and Environment, International Relations and Comparative Politics, Regional Societies and History
Spent semester in Peru participating in a Spanish and culture immersion program
                                  	              
Volunteer Experience	
The Rigoberta Tum Menchu Foundation - Pavarotti Center for Education, San Lucas, Guatemala, 2013
· Taught English and other curriculum to students from economically disadvantaged backgrounds

Skills
· Accurate and fast typing and data entry skills
· Proficient in Microsoft Office programs
· Ability to work under deadlines and handle high volumes of work
· Punctual and attentive
· Punctual and attentive

