‍Amber Roberts
2223 Newport St., Denver, CO 80207 | (720)468-9923 | ambershanette@gmail.com
Education
Community College of Denver | (303)556-2600
January 2014-Present
Associate of Arts Business Designation
President’s List
Dean’s List
Phi Theta Kappa
George Washington High School | (720)423-8600 
August 2010-December 2013
Diploma
Experience
Night Auditor | Sheraton Denver Downtown hotel| June 2015- present
Run the hotel night audit.
Answer phones to assist guests.
[bookmark: _GoBack]Serve as a front desk agent, guest check-in/check-out.
Other duties as assigned by the Night Manager.

Program Support Intern | Rocky Mountain Microfinance Institute| June 1-August 2015
Prepare for and close-out all organizational events and programs.
Client/community outreach.
Lead organizer for events such as Graduation, and Business owner Panel.
Other day-to-day responsibilities as assigned by upper-level staff.

Student Ambassador | Community College of Denver| january 2015- May 2015
Facilitate New Student Orientation.
Guide campus tours for prospective students.
Provide general campus information.
Assist in scheduling space for campus events. 

ARR Front Counter Representative | Community College of Denver| August 2014-December 2014
Assist students through college enrollment process.
Navigate college database system.
Receive documents for review by upper-level staff.
Serve as an assistant in the Cyber Center.
Program Assistant | YouthBiz | September 2010-August 2014
Plan and facilitate lessons/activities in a classroom setting (topics surrounding entrepreneurship, professionalism, and leadership).
Schedule/conduct interviews.
Update computer database.
Sort and organize files and folders. 
Skills & Abilities
Excellent communication skills          
Leadership experience
Highly Organized
Fluent in Microsoft Office 
Volunteer/Community Service 
CU-Boulder Business Leadership Program
YouthBiz Leadership Workshop
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