Lisa N. Murphy
 Cell: 720.585.8534: murphyslaw101010@gmail.com
RE: Machine Operator
Dear Recruiters,
What a thrill it would be to work for your team! I would be so proud to tell people that I am a part of your organization. I'd like to give you a brief overview of my skills and experience. I am responding to your ad because I feel that I can offer your organization a valuable mix of enthusiasm and proficiency. Of the many who will respond to your job ad posting, I am assured that few will be as qualified as I am. If you take a moment to review my qualifications, I'm sure you'll agree. I am confident that I could bring value to your organization as reliable, responsible, safety focused individual. In today's economy, there's no time to waste on workers who lack the necessary skills and motivation. I've got what you need. I'm convinced that I am the employee you are seeking because I have all of the qualifications outlined in your job posting. I strongly believe that I am a good fit for your company and would love the opportunity to become a valued member of your team. The attached resume details my extensive experience and training. If you choose to interview and hire me, you will not be disappointed. In this tough economy, you don't have time or money to burn. Hiring me will give you an immediate return on your investment. My background and experience are just what you need. Please allow me to show you what I could bring to your company.
I have 7 years of administrative and customer service experience. In my last position as office manager/ ceiling representative at IDS Group I was responsible for invaluable relationships developed with shipping partners, which resulted in significant savings in revenue for the company as well as our customers.
Here is a snapshot of some of my most relevant skills and qualifications:
 Documentation Skills, Data Entry Skills, Telephone Skills, Informing Others, Listening, Verbal Communication, Energy Level, Multi-tasking, Dependability, Emotional Control, Reporting Skills
· Skilled in Microsoft Office (Word, Outlook, Excel, PowerPoint)
· Proficient in Microsoft Excel for financial modeling and analysis
· QuickBooks power user with 6+ years of experience
· Experienced with AutoCAD and related diagramming software packages
Given my understanding of your company objectives, I am confident that I would be an asset to your organization. I am very interested in meeting to review your needs and possible solutions I could bring to the table. The attached resume highlights some of my top achievements. If you agree with my assessment that my expertise would be of value to your organization, please do not hesitate to call. I look forward to the opportunity to discuss my credentials and how my expertise can help your organization.
Best Regards,
Lisa N. Murphy
720-585-8534
Murphyslaw101010@gmail.com







Professional Experience 

Homewood Suites By Hilton
Englewood, CO. 80112
Night Auditor
November 2013- Present
· Bookkeeping or general accounting-Audit the daily guest ledger of the hotel to verify and balance entries
·  Investigate & correct discrepancies 
· Creates a daily deposit and ensures the correct starting cash amount at the front desk for the morning
· Act as the hotel front-desk clerk (checking guests in or out, taking reservations by phone, and providing services such as filling requests for extra towels and giving directions to nearby stores and restaurants)
· Keep an eye on security cameras and respond to complaints from guests about noise or room conditions
· Performing data entry on spreadsheets or in a database, and processing different types of computer accounting reports for the hotel and restaurant
· Input reservations on a computer system and also update the occupied status of rooms as guests come and go

Auraria Parking & Police
777 Lawrence St, Denver, CO 80204
Dispatcher
July 2012- May 2014
· Advise personnel about traffic problems, such as construction areas, accidents, congestion, weather conditions, or other hazards.
· Confer with customers or supervising personnel to address questions, problems, or requests for service or equipment.
· Determine types or amounts of equipment, vehicles, materials, or personnel required, according to work orders or specifications.
· Monitor personnel or equipment locations and utilization to coordinate service and schedules.
· Schedule or dispatch workers, work crews, equipment, or service vehicles to appropriate locations, according to customer requests, specifications, or needs, using radios or telephones.
· Prepare daily work and run schedules.
· Relay work orders, messages, or information to or from work crews, supervisors, or field inspectors, using telephones or two-way radios.
· Record and maintain files or records of customer requests, work or services performed, charges, expenses, inventory, or other dispatch information.
· Receive or prepare work orders.
· Arrange for necessary repairs to restore service and schedules.
· Oversee all communications within specifically assigned territories.
· Order supplies or equipment and issue them to personnel.
· Ensure timely and efficient movement of trains, according to train orders and schedules.






BraeMar Building Systems (303) 788-9991
925 W Kenyon Ave, Englewood, CO 80110
 Design and Estimating
October 2011 - Jan 2012
· Prepared estimates used by management for purposes such as planning, organizing, selecting vendors or subcontractors, and scheduling work.
· Analyzed blueprints and other documentation to prepare time, cost, materials, and labor estimates.
· Confer with engineers, architects, owners, contractors and subcontractors on changes and adjustments to cost estimates.
· Prepared cost and expenditure statements and other necessary documentation at regular intervals for the duration of the project.
· Consulted with clients, vendors, personnel in other departments or construction foremen to discuss and formulate estimates and resolve issues.
IDS Group Denver, CO.
 1925 S Rosemary St, Denver, CO 80231
Office Manager/Interior Design and Estimating
September 2006 - July 2010
· Plan and direct activities such as sales promotions, coordinating with other department heads as required.
· Coordinate with other professionals, such as contractors, architects, engineers, and plumbers, to ensure job success.
· Establish and implement departmental policies, goals, objectives, and procedures, conferring with board members, organization officials, and staff members as necessary.
· Collect, count, and disburse money, do basic bookkeeping, and complete banking transactions. Prepare documents, such as work orders, bills of lading, and shipping orders to route materials.
· Confer and correspond with establishment representatives to rectify problems, such as damages, shortages, and nonconformance to specifications as well as with client to determine factors affecting planning interior environments, such as budget, architectural preferences, and purpose and function.
· Determine shipping method for materials, using knowledge of shipping procedures, routes, and rates. Plan store layouts, and design displays.
· Determine staffing requirements, and interview, hire and train new employees, or oversee those personnel processes.
· Use computer-aided drafting (CAD) and related software to produce construction documents.
· Monitor and direct the work of lower-level clerks. Manage staff, preparing work schedules and assigning specific duties.
· Monitor businesses and agencies to ensure that they efficiently and effectively provide needed services while staying within budgetary limits.




Education 
Stevens~Henager College
Salt lake City, UT.
Bachelors/Business
10/2009- 01/2010
Community College of Denver
Denver, CO.
Bachelors/Business/Computer Information Systems
01/2010- 05/2011
Metropolitan State University of Denver
Denver, CO.
Bachelors/Business/Computer Information Systems  
Present
GPA 3.47

1879 Granby Ct, Aurora CO. 80011

