
Profile
Highly motivated and skilled professional seeking an opportunity that will grow and prosper into a promising future.
Experience
Starved Rock Adventures; Ottawa, IL — Present
Manage the front office. Which includes setting reservations for rentals, informing customers of the company policies and making sure that the customer is knowledgable of what their rental consists of. This includes maintaining the schedule book, reviewing the rental contracts with customers and also answering any questions that the customer might have in order to make them feel comfortable. My responsibilities are not limited to the office. I also tend to watercraft orientation for the customer, which describes how to use the rental and makes sure the customer understands all possible hazards. There is also instances where I assist housekeeping with maintaining the rentals and making sure that they are up to the company's standards.
Bill Walsh Automotive Group; Ottawa, IL — 2013-2014
Managed internet sales in the Business Development Center. My responsibilities included answering all incoming calls, tending to any questions or concerns t (
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)hat the customer had and also promoting sales and services of the company. These tasks generated other job classifications, such as transferring calls to other departments, scheduling services appointments and promoting a positive impression of the company to the customer. The Business Development Center was not only responsible for the phones but also managing all incoming sales emails. This required me to promote sales for the salesman and ensure the customer that I could provide them with excellent customer service.
Morris Senior Living; Morris, IL — 2012-2013
Certified Nursing Assistant in Assisted Living facility. The main purpose for this position was to promote everyday living for the residents. The responsibilities included medication assistance/reminders, tracking and recording routine vital signs, assisting residents with day to day activities and ensuring the that I was trustworthy and reliable if they ever needed anything. In some instances the job required me to assist with meals, transferring residents from place to place and assist the nurse with charting and specific documentation for the residents.

R'Grotto Ristorante, Ottawa, IL — 2011-2013
Hostess and Waitress. The main objective was to promote quality customer service in anyway. This included responsibilities such as greeting customers at the door, managing a proper seating rotation, scheduling and setting up reservations, taking care of the customers needs and providing a positive dining atmosphere for the customer to enjoy.
Education
Illinois Valley Community College, Oglesby, Illinois — Undergraduate, Present
Part time student with a focus in Human Services
Related Skills and Qualifications
Red Cross Certified, CNA trained and certified, Computer Skills (Word, Office, Outlook, Excel, PowerPoint), Customer Service, General Hospitality
References
Available upon request

