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Professional Summary

[bookmark: _GoBack]Reliable problem solver with extensive customer service and administrative experience and an educational background in communications and public relations. Possesses excellent interpersonal skills and communicates 
effectively. Hands on leader committed to teamwork and determined to conquer any challenge that presents itself.

Skills and Qualifications

Effective organizational and computer skills	Efficient multi-tasker

Leadership Training	Performs well under pressure

Motivates self and others	Confident and approachable

Analytical thinker and creative problem solver	Goal-oriented

Attention to detail	Tenacious spirit
Education

Bachelor of Arts: Communications
University of Missouri-St. Louis	2011
Certificate in Public Relations
	
Related Work History

Junior Clinic Administrator (Supervisor/Administrative)
Massage Envy – Des Peres, MO	04/2012 to 04/2014

Maintained the facility and all staff in compliance with the rules and regulations set forth by the company. Included hiring, training, scheduling and supervising the staff.

Created and implemented sales techniques and demonstrated commitment to teamwork to achieve sales goals. These techniques kept our location in the top 5 in the region for sales and customer service experiences.

Built solid relationships with clients by meeting expectations through: following up with clients via telephone, email, or mail correspondence; offering incentives; and expressing concerns for opinions and suggestions.

Recreation Aide (Administrative/Receptionist)
City of St. Ann – St. Ann, MO	08/2007 to 08/2012

Used Microsoft Office Software for scheduling, membership and client communication.

Coordinated and scheduled programming and events for the community center.

Handled communication with clients and potential clients via telephone and email.

Monitored the safety of all patrons and staff within the facilities.
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