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Kelly Smith

	Professional Objective

	
	Seeking a challenging position where Customer Service and Office Administrative skills can be utilized by a progressive organization offering opportunities for career advancement.

	Skills & Abilities

	· Sales & Customer Service

· Multi-Task Oriented

· Schedule Appointments

· Answer Multi-Line Phones

· Open Customer Accounts

· Work with Individual & Business Customers

· Accept & Process Orders

· Computer Word Processing/Data Entry

· Train Personnel

· Answer Questions & Resolve Problems

· Schedule & Plan Operations

· Organizational & Time Management Skills

· Review Legal Documents

· Prepare Documents & Correspondence

· Operate Common Office Equipment

· Maintain Business & Financial Records

· Dispatch Delivery Drivers

· Verbal & Written Communication Skills

· Ensure Work Quality & Accuracy

· Work in Fast-Paced & Stressful Situations



	Employment History

	
	WATERWAY – Broomfield, Colorado

Cashier 7/09 – Present

Assist customers, run cash register, stocking, train new employees.
DIVISION OF YOUTH CORRECTIONS - Denver, Colorado

Administrative Assistant  8/00 – 8/10
Provide office support for the agency, including answering phones, assembling audit reports, and assisting in the medical, contract, education and information technology areas as needed. Use Microsoft Word, Excel, PowerPoint, and Access software programs.

MACY’S  - Broomfield, Colorado

 Retail Sales  10/09 –  1/10
Assist customers, run cash register, stocking.

DILLARD’S  - Broomfield, Colorado

 Retail Sales  6/08 –  9/09
Assist customers, run cash register, stocking.

COLORADO STATE PATROL - Lakewood, Colorado

Dispatcher  11/95 - 8/00

Took incoming phone calls from the public regarding highway vehicle accidents/ emergency situations and directed troopers to the scene via two-way radio. Entered information into computer database to determine vehicle status or driver information. Maintained accurate records of trooper activities and relayed law enforcement related information to troopers in the field. Trained new dispatchers in operational procedures.

Received numerous Letters of Commendation



	Education

	
	RED ROCKS & ARAPAHOE COMMUNITY COLLEGES - Lakewood/Littleton, Colorado

WordPerfect, Interpersonal Communications, Psychology, Family Law, Paralegal Intro 

UNIVERSITY OF PHOENIX ON-LINE  - Associates Degree

WESTWOOD COLLEGE ON-LINE




