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Experience
J. Alexander’s	August 2013-Present
Greeting guests
Taking reservations
Maintaining the dining room
Escorting guests to their table
Assisting servers as needed
Victoria’s Secret	May 2008-May 2010, September 2011-August 2013
Chosen to perform lead cash wrap duties during busy holiday seasons
Responsible for processing new merchandise for sales floor
Answered customers questions and assisted them with store merchandise and fittings
Trained new associates on the registers and fitting techniques 
	June 2010-September 2011
Responsible for answering the finance departments phones
General office support including faxing documents, file maintenance, and handling excel spreadsheet projects
Responsible for scanning documents for preparation for electronic filing system
Responsible for making office supply orders
	April 2007-May 2008
Greeted customers 
Communicated specials to customers 
Responsible for maintaining organization of store displays and reconfiguring of the displays as needed
Assisted customers at the cash wrap 
Education
Metropolitan State College of Denver	Fall 2011-Spring 2014
Study of Nutrition-Dietetics 
Grandview High School	August 2005-May 2008
College prep
Skills
· Proficient in Microsoft Word, PowerPoint, and Outlook
· [bookmark: _GoBack]Outgoing, friendly, dependable and detail oriented.
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