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	Professional Profile

	Summary of Qualifications

	Strong customer service skills
Ability to supervise
Excellent communication skills
Strong Attention to detail 

	Ability to multi-task
Accounting skills
Cashier skills
Management skills 


	Professional Accomplishments

	Customer Service Skills
Handle multiple phone lines while managing customers and salesmen.
Manage difficult customers with ease.
Make sales and service calls.
Able to manage time and handle several issues at once.
Able to treat all customers with respect and maintain a professional demeanor.
Handle Manufacture websites 
Took classes for Customer relations 


	Accounting Skills
Prepare and manage billing for cars that are sold units
Making sure all trade in cars are paid off in a timely manner
Prepare deposits daily and balance it to accounts
Balance month end billing
Cashier for the dealership
Prepare incentives for deals and applied to the correct accounts for billing purposes 
Billing dealer trades Appling to the proper accounts
Contracts in transit 
Putting New arrivals into the proper accounts
Billing adds to new arrivals 


	Management
Assist Sales manager in managing Sales staff
Managed 6 people as Customer relations manager
Assistant manager of 12 people in a retail store
Bundling Supervisor of 20 people in a manufactory’s setting

Training 
SFE Customer Service training course on how to handle customer
Disney Customer Training course, and diploma 
Champion Bus School, certificate 


	Work History

	Admintrative assistant
	Medved Autoplex, Wheat Ridge, CO 
	Sept. 2006 - Present

	Customer Relations MGR
	Grand Auto, Thornton, CO
	Aug. 2005 – Aug. 2006

	Receptionist/cashier
	Valley Chrysler Dodge, Boulder, CO
	April 2004 – Aug. 2005

	Assistant Manager 
	Rocky MTN Chocolate Factory, Boulder CO
	October 2002 – April 2004

	Computer Skills & Operating Knowledge
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	Reynolds software
ADP
Microsoft Office
Basic office equipment
10- key 
Building reports in office 
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	References

	References are available upon request.
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