Pamela Doody

11163 Navajo Street ( Northglenn, CO  80234 ( Cell-303-514-6487 ( padoody5@gmail.com
SKILLS

Areas of Proficiency 

	Customer Service & Public Relations
Self-motivated, able to take initiative
Team Player
Microsoft Office 
	Verbal/Written Communication 

Time Management & Organization
Work with diverse backgrounds/abilities
Compassionate/Trustworthy



EXPERIENCE

Denver School of Massage Therapy 



Career Services Manager





08/2007 - Present
Contact, maintain and foster employer relations.
Represent company to employers in community and nationwide.

Conduct quarterly meetings and mock interviews with students.

Provide Career Services presentations to classes.

Coordinate and oversee job fairs and recruiting visits.
Prepare students/graduates for national and international licensing.
Enter and/or retrieve data using computer student information system.
Manage all aspects of department and staff.
Denver School of Massage Therapy 



Career Service Counselor





09/2005 - 07/2007

Weekly follow-up with graduates via phone, Facebook or text.

Enter and/or retrieve data using computer student information system.

Conduct mock interviews with students.

Provide resume help to students/graduates.

Prepare students/ graduates for national and international licensing.
Denver School of Massage Therapy
Front Desk - Administrative Assistant



10/2004 - 09/2005
Greet guests, students and graduates.

Enter and/or retrieve data using computer student information system.

Answer and distribute calls.
Issue receipts for enrollments, transcript requests and postage.

