Amy Mendralla

Cell: (720) 666.9868
Thornton, CO 80233
amymendralla@aol.com
Objective:  To obtain a management position within a great company that will allow me to utilize my customer service & sales skills fully and efficiently.   
Skills:
· Leadership skills with the ability to coach and mentor team members

· Ability to effectively handle and manager confidential and sensitive information

· Ability to lead a team and communicate clearly and concisely, both verbally and in writing

· Thrive in a fast paced work environment

· Strong work ethic and accountability 

· Computer proficiency (Word, PowerPoint, Excel, Outlook,)

· Time management and job organization.

· Ability to work effective independent or team oriented.

· Staying physically fit to reduce stress level.

· Exceptional time management and organization skills
· Energetic and hard working.
Experience:

Lifetime Fitness (Collierville, TN, Johns Creek, GA, Scottsdale, AZ. Tempe, AZ & Westminster, CO Locations) May 2009 - Present

www.lifetimefitness.com
Member Services Department Head/ Club Business Administrator

· Create positive member experience

· Control labor costs through daily management and supervision

· Create a positive experience by ensuring exceptional member service

· Market & promote all areas of Lifetime Fitness.

· Manage revenue for Squash & Ultimate Hoops programs

· Manage 0/30, 31/60 & NPT  Delinquent Accounts

· Responsible for all the club purchasing & receiving

· Quickly and efficiently respond to member questions, comments, and concerns.

· Lead a positive team environment by recognizing and reinforcing individual and team accomplishments
· Mange and motivate team members through positive and respectful leadership
· Provide direction  to the team in order to achieve club attrition goals

· Attentively and promptly respond to member needs.
· Answer and transfer phone calls in a timely and professional manner.

· Assist members with club issues that involve their membership accounts.

· Assist all Department Heads with anything that is needed to help with the day to day operations of their departments.

· Handle all bank deposits and reconciliation of bank deposits.

· Assist the General Manager with any extra work that is needed to run the day to day operations of the club.

Spectrum Athletic Clubs (Manhattan Beach, CA) October 2004— January 2008
www.spectrumclubs.com
Regional Corporate Sales Administrative Assistant/Front Desk Regional Manager
· Assisted VP of Sales in sales presentations to large corporate accounts.

· Provide regional sales reports to all clubs regarding goal vs actual sales.

· Work closely with the marketing department with new sales promotions.

· Organize and train all new employees on how to provide great customer service and introduced them to our new program we call “Health Miles”.
· In charge of handling customer service and activation of new Health Miles members.
· Payroll:  Responsible for Submitting monthly sales commissions for the company.
· Payroll:  Responsible for helping clubs add or remove payroll which included non-revenue departments.

· Oversee in the hiring and training of all front desk managers at Spectrum Clubs.

· Assist in all clubs customer service issues that require special attention.

· Created one company used Front Desk Training Manual for all new front desk employees. 
· Quickly and efficiently respond to member questions, comments, and concerns.

· Greet and service members in a friendly and professional manner.

· Attentively and promptly respond to member needs.

· Admit members by scanning their membership cards and respond to messages.

· Answer and transfer phone calls in a timely and professional manner.
Lifetime Fitness (Tempe and Gilbert, AZ locations) January 2003—October 2004

www.lifetimefitness.com
Member Advisor/ Club Business Administrator
· Sold club memberships to prospective new members.

· Gave club tours to potential members.
· Was involved in the grand opening of the first two club locations in AZ.

· Assisted members with club issues that involved their membership accounts.

· Handled all bank deposits and reconciliation of bank deposits.
· Handled all incoming calls that involved issues with member accounts

· Assisted the General Manager with any extra work that was needed to run the day to day operations of the club.

· Assisted all Department Heads with anything that was needed to help with the day to day operations of their departments.

· Handled all the purchasing and receiving of office supplies for the club.

Scottsdale Culinary Institute (Scottsdale, AZ) March 2002- February 2003

www.scottsdaleculinaryinstitute.com
Sales Associate

· Gave tours of the campus to prospective students looking to join institute.

· Closed sales and helped students get set with financing department.

· Made follow up calls to prospective students interested in attending institute.
· Worked well with entire team.
· Performed great time management skills that were needed from day to day.
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