JAMIE KELLEY 
3480 W 104th Pl
Westminster, CO 80031
 (720) 278-1794
Email:  flipper_jamie@hotmail.com
SKILLS:

· Filing and all Administrative responsibilities
· Telephone and communication skills, Call center
· Customer service skills; Sales 
· Document management- write, compile, research and edit letters, memorandums, spreadsheets, itineraries, flowcharts
· Ten-key data entry; Cashier
· Desktop publishing and digital presentations (creative ideas) Word, Excel, Access, and PowerPoint 

EXPERIENCE:

Aspen Media and Market Research						       Administrative Assistant

· Call center 
· Customer service
· Sales

Cirque du Soleil

· Cashier 
· Customer service
· Server; food and beverage 

Kohl’s									                               Seasonal Sales Associate
· Customer service
· Sales; clothing
· Maintaining  Dressing rooms
· Fold, hang and organize clothing
· Answering phones 
· Cashier 

Fill-in Bartender
									    	                   Hospitality 
· Customer service, Cashier
· Server; food and beverage 
· Maintain the bar; cleaning and restocking

Homemaker 								                            All household management
· Budget/Accountant, Shopping
· Organize family gatherings and parties
· Housekeeping/cleaning and organization 

EDUCATION:


Graphic Design Associates Degree from Westwood College of Technology in 2001.
Administrative Assistant Associates Degree from Front Range Community College in 1997.
