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[bookmark: _GoBack]Thrive in a challenging work environment that offers opportunities to learn; seeking a Receptionist position with Corporate Management Group, an organization that embraces diversity and makes a contribution to the community. 

Summary of Skills
· Committed to superior customer service and interpersonal interactions
· Demonstrate strong organizational skills
· Expert budget management
· Confident and poised while working with individuals at all levels
· Resourceful, detail oriented, self-motivated and able to multitask 
· Planning, scheduling event planning for organizations
· MS Office

Professional Experience
Office Administration and Support 
· Used a computer application to type correspondence, as well as edit, print, save, and retrieve documents for a period of 6 years.
· Inventoried supplies used in meetings and events.
· Created and coordinated mailing a quarterly newsletter to 250 people through the post office.
· Managed financial resources to determine how money was spent and received by compiling and analyzing reports.
· Learned new procedures, instructed, and supervised other team members on policies and procedures in order to improve their proficiency in their office duties throughout the course of a year to ensure proper technique.
· Scheduled different activities and meetings, coordinating dates and event locations, inviting guests, organizing man-power, providing required equipment, and set up and break down for up to twenty engagements.

Customer Service
· Communicated effectively by actively listening, meeting quality standards, and providing valuable services by collaborating with others on the team and outside of the organizations.
· Resolved conflict among co-workers and members of many different backgrounds and communication styles by being a team player and maintaining professional boundaries, communicating effectively, and demonstrating a desire to help others.

Education
University of Denver, Denver, Colorado
Bachelor of Arts 
· Major in History
· Minor in Education
