Sara Ellars
862 Willow Drive
Lochbuie, Colorado, 80603, United States
3035198707
saraellars@gmail.com
PROFESSIONAL EXPERIENCE
RM WEB SERVICES Arvada, Colorado United States
Multiple Positions
November 2001 - June 2011
Supervisor – Myself
Contact – This company is no longer in operation

· Create designs, concepts, and sample layouts based on knowledge of layout principles and esthetic design concepts.
· Confer with clients to discuss and determine layout design.
· Develop graphics and layouts for product illustrations, company logos, and Internet websites.
· Use computer software to generate new images.
· Research new software or design concepts.
· Photograph layouts, using camera, to make layout prints for supervisors or clients.
· Verify accuracy of billing data.
· Prepare itemized statements, bills, or invoices and record amounts due for items purchased or services rendered.
· Perform bookkeeping work, including posting data or keeping other records concerning costs of goods or services or the shipment of goods.
· Keep records of invoices and support documents.
· Contact customers to obtain or relay account information.
· Compute credit terms, discounts, shipment charges, or rates for goods or services to complete billing documents.
· Answer mail or telephone inquiries regarding rates, routing, or procedures.
· Back up or modify applications and related data to provide for disaster recovery.
· Determine sources of web page or server problems, and take action to correct such problems.
· Review or update web page content or links in a timely manner, using appropriate tools.
· Administer internet/intranet infrastructure, including components such as web, file transfer protocol (FTP), news and mail servers.
· Maintain assigned account bases while developing new accounts.
· Explain to customers how specific types of advertising will help promote their products or services in the most effective way possible.
 
TOWNE PARK –  Location was Hyatt Regency at the Colorado Convention Center Denver, Colorado United States
Valet Cashier September 2007 - April 2008
Supervisor – Dale Fitch
Contact – 
Corporate Headquarters 
One Park Place
Suite 200
Annapolis, MD 21401
1-800-291-6111

· Receive payment by cash, check, credit cards, vouchers, or automatic debits.
· Issue receipts, refunds, credits, or change due to customers.
· Assist customers by providing information and resolving their complaints.
· Greet customers entering establishments.
· Answer customers' questions, and provide information on procedures or policies.
· Count money in cash drawers at the beginning of shifts to ensure that amounts are correct and that there is adequate change.
· Calculate total payments received during a time period, and reconcile this with total sales.
· Compute and record totals of transactions.
· Post charges against guests' accounts.
· Keep periodic balance sheets of amounts and numbers of transactions.
· Calculate parking charges, and collect fees from customers.
· Review motorists' identification before allowing them to enter parking facilities.
· Verify customers' credit, and establish how the customer will pay for the accommodation.
· Perform bookkeeping activities, such as balancing accounts and conducting nightly audits.
· Compute bills, collect payments, and make change for guests.
· Record guest comments or complaints, referring customers to managers as necessary.
· Review accounts and charges with guests during the checkout process.
· Transmit and receive messages, using telephones or telephone switchboards.
· Answer inquiries pertaining to hotel services, guest registration, and travel directions, or make recommendations regarding shopping, dining, or entertainment.
· Arrange tours, taxis, or restaurant reservations for customers.

CHILDREN'S WORLD Arvada, Colorado United States
Assistant Teacher September 2000 - April 2001
Supervisor – Rose
Contact – This location is no longer operational

· Supervise children in classrooms, halls, cafeterias, school yards, and gymnasiums, or on field trips.
· Enforce administration policies and rules governing children.
· Discuss assigned duties with classroom teachers to coordinate instructional efforts.
· Instruct and monitor children in the use and care of equipment and materials to prevent injuries and damage.
· Prepare lesson materials, bulletin board displays, exhibits, equipment, and demonstrations.
· Organize and supervise games and other recreational activities to promote physical, mental, and social development.
· Distribute teaching materials such as textbooks, workbooks, papers, and pencils to children.
· Organize and label materials and display childrens' work in a manner appropriate for their eye levels and perceptual skills.
· Attend staff meetings and serve on committees, as required.
· Laminate teaching materials to increase their durability under repeated use.
· Take class attendance and maintain attendance records.
· Maintain a safe play environment.
· Dress children and change diapers.
· Observe and monitor children's play activities.
· Communicate with children's parents or guardians about daily activities, behaviors, and related issues.
· Sanitize toys and play equipment.
· Keep records on individual children, including daily observations and information about activities, meals served, and medications administered.
· Support children's emotional and social development, encouraging understanding of others and positive self-concepts.
· Identify signs of emotional or developmental problems in children and bring them to parents' or guardians' attention.
· Assist in preparing food and serving meals and refreshments to children.
· Instruct children in health and personal habits, such as eating, resting, and toilet habits.
· Create developmentally appropriate lesson plans.
· Read to children and teach them simple painting, drawing, handicrafts, and songs.
· Discipline children and recommend or initiate other measures to control behavior, such as caring for own clothing and picking up toys and books.
· Regulate children's rest periods.
· Perform general administrative tasks, such as taking attendance, editing internal paperwork, and making phone calls.
· Perform housekeeping duties, such as laundry, cleaning, dish washing, and changing of linens.
· Organize and store toys and materials to ensure order in activity areas.
· Organize and participate in recreational activities and outings, such as games and field trips.
· Provide care for mentally disturbed, delinquent, or handicapped children.
· Care for children in institutional setting, such as group homes, nursery schools, private businesses, or schools for the handicapped.
· Operate in-house day-care centers within businesses.
· Perform general personnel functions, such as supervision, training, and scheduling.
· Help children with homework and school work.
· Sterilize bottles and prepare formulas.
· Accompany children to and from school, on outings, and to medical appointments.
 
EDUCATION
Arvada Senior High School Colorado United States
High School Diploma, May 2002

Aims Community College Colorado United States
Completed coursework towards AA centered on Psychology, Aug 2013
· Dean's List
· Invited to Phi Theta Kappa

Front Range Community College Colorado United States
AA centered on Psychology Candidate, Aug 2014
[bookmark: _GoBack]
University of Colorado at Boulder Colorado United States
Current student – Undergrad with Psychology major, expected to get bachelor's degree August 2015

ADDITIONAL SKILLS
· In 2000 – 2002 I had volunteered at a place called Hugs and Hope. It is for sending children who are sick cards to show that people love and care for them. We also granted extra wishes to some kids who had already gotten a Make a Wish gift but they became sick with something else. 
· From 2013 to current, I volunteer as a team manager for a youth football team, the Brighton Bulldogs, with the Brighton Youth Association Football League (BYAFL) last season we were BT-04. This season we will be BT-06. 
· Spring of 2014 I volunteered as a team mom for a youth baseball team, the Brighton Bulldogs, for Brighton Youth Baseball League.

