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Sarah Minor
 
Office Administrator, Cooper Roberts Simonson Architects
Minneapolis, MN 55411 
US 

Mobile: 208-351-0635
sarahminor93@hotmail.com

Resume Updated
6/28/2015

Sarah Minor - Office Administrator
[bookmark: _GoBack] 
Sarah Minor
4150 Silverado Dr.  Idaho Falls, Idaho  (208) 351-0635  sarahminor93@hotmail.com
Objective
To obtain a career that would allow me to grow within your company, and utilize my skills in business and administration, as well as my customer service, and organizational skills.
Skills Summary
	


Employment History
COOPER ROBERTS SIMONSON ARCHITECTS
Office Administrator, April 2015 to June 2015
GROVE HOTEL BOISE – 4 DIAMOND LUXURY HOTEL
Front Desk Associate, Night Manager, November 2013 to April 2015
CANDLEWOOD SUITES
Front Desk Associate, October 2012 to November 2013
AU PAIR- HELSINKI FINLAND
Child Care, May 2012 to August 2012
SHOPKO CASHIER
Trainer/Cashier/Sales Associate, April 2010 to November 2011
Education
COLLEGE OF WERSTERN IDAHO
Administrative Specialist - Fall 2015
BOISE STATE UNIVERSITY
Business and Administration - 2011-2014
IDAHO FALLS HIGH SCHOOL
Graduate of 2011
Extra Curricular and Leadership Experience
BOISE STATE UNIVERSITY DRUMLINE
August 2011 – September 2013
IDAHO FALLS HIGH SCHOOL DRUMLINE CAPTAIN AND PRESIDENT OF BANDS
       2009-2011
References
LUELLA HENDRICKSON – Personal Reference
208-520-4689
DAVID KETCHUM – Front Desk/Reservations Manager, Grove Hotel Boise
       208-670-1586
AMANDA HARRIS – Front Desk Assistant Manager, Grove Hotel Boise
       208-283-0131
 
Additional Info
Career Information
Most recent employer
Cooper Roberts Simonson Architects
Relevant work experience
-
Highest Education
Associate Degree
Career Level
Experienced (Non-Manager)
Availability
-
Location
US-MN-Minneapolis
Relocate
-
Travel
-
Willing to work weekends
-
Security clearance
-
Willing to work shifts
-
Target Job
Company size
-
Desired status
Job type
Salary
-
Locations
US MN Minneapolis 

Work authorization
US - I am authorized to work in this country for any employer.
Job titles
Office Administrator
Industry
-
Occupation
Administrative Support
Certifications
	


Honors and Awards
Career Highlights
Affiliations
	


Accomplishments
	


WorkKeys
References
 
Interests and Hobbies
Skills
	Skill
	Proficiency

	Language
	Proficiency
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