MITCHELL NAGLE
Arvada, Colorado, 80003
720-579-3550
mitchellnagle@gmail.com


OBJECTIVE
To work in a growing organization in a position where I can utilize my experience and enhanced skills. My leadership qualities can help in managing the work efficiently and in running the administration smoothly

WORK EXPERIENCE
[bookmark: _GoBack]Facilities/Property Managment/Administrative Assistant
SDSE, Golden, Co, April 2012 –September 2014
· Perform data entry, faxing, photocopying and scanning documents
· Assist in monitoring the phones, answering calls from customer regarding their inquiries
· Responsible for keeping inventory of all office supplies and placing orders for replenishment as needed
· Prepare and modify documents including correspondence, reports, drafts, memos seating charts and emails
· Schedule and coordinate meetings and appointment for management
· Assist in resolving any administrative queries
· Open, sort and distribute incoming correspondence
· Maintain excellent written and oral communicate skills
· Self starter, can work independently or with a team
· Able to use discretion and sound judgment in every task, respecting highly confidential materials and projects
· Inspect grounds, facilities, and equipment routinely to determine necessity of repairs or preventative maintenance
· Schedule and assist general maintenance, major repairs and constructions jobs for property
· Monitor and complete maintenance and repairs timely and effectively
· Prepare and maintain departmental reports 
Preparation Specialist
McDonalds, Westminster, Co, November 2010 – April 2012
· Provide friendly, prompt, and efficient customer service l
· Maintain sanitation, health, and safety standards in work area
· Operate large-volume cooking equipment such as grills, deep fryers
· Clean food preparation areas, cooking surfaces and utensils
· Posses excellent communication skills and verbal skills to provide clear understanding
· Accurately manage money in a cash drawer, balancing at the beginning and end of each shift

Sales Associate
DSW, Westminster, Co, October 2009-November 2010
· Utilize strong communication and problem solving skills to effectively resolve customer concerns, ensuring a pleasant shopping experience 
· Assist customers on the sales floor and providing helpful advice and product knowledge
· Maintain a “customer first” approach in a busy environment with multiple demands.
· Consistently exceed weekly sales goals by effectively assisting customers and upselling at the POS
· Manage POS cash register station, ensuring customers are assisted and phones are answered in a timely manner
                                                  

EDUCATION
Graduated from Lakewood High School class of 2006
Attended Front Range Community College
Graduated from Denver School of Massage Therapy 2009- 815 hours of training, acquired skills on holistic massage
Additional Skills
· Proficient in Microsoft Word
· Proficient in Microsoft Excel
· Proficient in Outlook
· Able to Type 60 WPM
· Proficient in Microsoft Power Point
· Have outstanding Customer Service skills over the phone
Have a background in phone sales, customer service, and collections. Consistently met and exceeded department goals and objectives. Strive for quick complaint resolution: commended by supervisor for the ability to resolve problems on the first call and avoid escalation. Maintaining up to date paper and computer based files and administrative systems. 
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