A L E X A   A L V E R S O N 		 	     L E X X I B B Y 2 4 5 3 @ H O T M A I L .  C O M
T H O R N T O N , C O						      3 0 3 . 2 4 6 . 0 8 5 4


OBJECTIVE: 
· To obtain a challenging position as a receptionist, front desk associate, or administrative assistant bringing suburb front desk skills to provide the company with exceptional customer care and administrative services.
EXCEPTIONAL SKILLS:
· Providing customer service in a positive and professional manner       6 Years +
· Basic Math, Algebra, Calculus 					        6 Years +
· Ability to multi-task							        6 Years +
· Ability to work with others as a team & independently		        6 Years +
· Computer based skills: 							        5 Years +
· 50-60 WPM
· Microsoft Office Suite
· Adobe Creative Suite CS4
EXPERIENCE:
Skywest Airlines Inc.							  Denver, CO
	       Cross-Utilized Agent				           Jul. 2013 – Dec. 2014
· Provide extraordinary customer service to the passengers; ensuring where and when their next flight will be located.
· Assist in boarding and deboarding passengers from an aircraft.
· Marshaling aircraft(s) on the ramp.
· Handle and transfer passenger(s) baggage promptly and carefully.

Starbucks Coffee Company by: HMS Host				  Denver, CO
	       Barista							Mar. 2013 – Jul. 2013
· Prepare and serve quality beverages in timely manner and correct sequencing.
· Ensure that each customer receives outstanding service by providing a clean & friendly environment.
· Accurately maintain cash resources by computing sales prices, receiving and processing payments.
· Clean and maintain supplies, tools, equipment, and storage areas in order to ensure compliance with safety regulations.

Santiago’s Mexican Restaurant   	      			       Northglenn, CO
 Cashier						          Jan. 2012 – Feb. 2013
· Cross-train with team members to ensure seamless service.
· Accurately maintain cash resources by computing sales prices, receiving and processing payments.
· Build loyal clientele through friendly interactions and consistent appreciation.
· Consistently maintain and sanitize supplies and dining room.

The Coffee Market & Santiago’s Mexican Restaurant   	       Northglenn, CO
Barista						          Jun. 2011 - Dec. 2011
· Prepare and serve quality beverages in timely manner.
· Accurately maintain cash resources by computing sales prices, receiving and processing payments.
· Clean and maintain supplies, tools, equipment, and storage areas in order to ensure compliance with safety regulations.
· Assist management with inventory control and stock ordering.

Aeropostalé, Co.					  	       Broomfield, CO
Sales Associate				   	         Nov. 2010 - Aug. 2011
· Ensure that each customer receives outstanding service by providing a friendly environment.
· Sells consultatively, makes recommendations, and aids customers in locating merchandise.
· Assist in operating POS registers and bagging merchandise.
· Assist in floor moves, merchandising, display maintenance, and housekeeping. 

American Eagle Outfitters, Co.					       Broomfield, CO
Sales Associate				      	         Oct. 2009 – May 2010
·  Ensure that each customer receives outstanding service by providing a friendly environment.
· Sells consultatively, makes recommendations, and aids customers in locating merchandise.
·  Assist in operating POS registers and bagging merchandise.
·  Assist in processing/replenishing merchandise and monitoring floor stock.

EDUCATION:
Standley Lake High School				    	     Westminster, CO
High School Diploma					 	      2007-2011
REFERENCES:
Available on Request
