	Cheri Ann Bass 
230 Garnet St, Broomfield, Co 
303-439-7165 h
303-257-0835 c	      
	 

	Objective

	To obtain a successful Full Time/Part Time job that I can learn from, grow with and have a rewarding experience with.


	Experience

	Receptionist 
Marks Auto Sales        4/2012-12/2013
Answered phones,
Took in payments over phone and in person
Filing, collections, ads for dealership, stip funding,etc.

Receptionist 
      Land Rover Flatirons  -  10/2009-11/2010
	  Lakewood,Co




Superior, Co 

	Answered Switchboard, Computer, Filing, Fax Machine
Updated the filing System
Handled Accounts Payables/Receivables 
Handled Mailing Closing Paperwork to Customers out of state 
Worked in ADP Computer Programs 
Advertising for dealership

	
Cashier/CSR
     Home Depot -  11/2008-10/2009
	Broomfield, Co 

	Rang up customers purchases on Cash Register
Head Cashier
Training Assistant 
Rang up products, assisted customers with their items, etc

	
Cashier/Cash Office Clerk
      Target  -  08/2007-11/2008
	Broomfield, Co

	Rang up items on cash register. Helped Customers with purchases etc. 
Head Cashier
Promoted to Cash Office Employee responsible for balancing the books
Service Desk, refunds, exchanges , phone operator 

	
Receptionist/Service Advisor Assistant 
       Saturn of Colorado Springs  -  05-1992-06-1994
	Colorado Springs,   Co

	Answered switchboards, filing, faxing, greeting customers etc
Updating Customer leads in computer 
Helped Service Writers with Customer issues 
Accounts Payable/Receivable In Reynolds & Reynolds 





	Education

	Dobson High School
High School Diploma  -  August 1984-May 1988
	Mesa, Arizona 

	Top 3% of High School Graduating Class
Daughters of American Revolution Award AFJROTC
Choir Class President Junior/Senior Year 




Proficient in Microsoft Word, Excel, Outlook, Adobe Acrobat, Facebook.

Salary Range: 9-10.00 Hrly


References :

Debbie DeCesari 720-988-4328
Kristin Dutcher  303-250-6747
Elenore Bergstresser  303-465-0644

I love to work with the public and get along well with everyone. I love to do filing and answering phones, as well as meeting and serving the public to the best of my ability. I also work quite well under pressure. I have had quite a bit of experience working with the public. I feel that my true calling in life is working as a Receptionist and doing my job to the best of my ability. I can work with little or no supervision and also am a hard worker. I have a positive attitude and get along well with everyone that I not only work with but meet.
 
