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Objective: A position in admin and/or management to utilize my skills in customer service and allow me to contribute in the industry as well as advance in my career. 
Summary: 	
· Proficient+ in computer skills including MS office Word, PowerPoint, Excel, Outlook 
· Positively responsive approach to continually changing situations
· 10 years of strong customer service skills
· Type 50 WPM
· Quick learner, willing to cross train  
· Persistent to demonstrate competency in all aspects of a job
· Present reliable judgment in decision-making
· Use of organized teamwork and friendly attitude
· Some QuickBooks experience
· Ability to manage staff

Education: 		
Metropolitan State University, Denver, CO			Graduated: 2012
· Bachelor of Arts in Hospitality, Tourism and Events	 

Professional Experience:
Sheraton Denver West Hotel, Lakewood, CO			Fall 2007 – present           	   Admin assistant/Banquet server/Concierge			

· 2+ years clerical experience preparing/proof reading and scan/send/faxing documents, data entry
· Answering/directing incoming calls and greeting, directing, and assisting clients and visitors
· Taking accurate and detailed messages, filing, sending/receiving mail
· General office paperwork/duties
· Facilitate plated & buffet style meals regularly serving in many catering events
· Establish and create meeting/function space that is visually appealing and presentable

Travelers Haven, Glendale, CO				Spring 2015 – Summer 2015
Travel Coordinator

· Scout and book locations for clients and their travelers for desired destinations and lengths of time
· Control travel requests and desires from start to finish
· Providing move-in/move-out calls for travelers 
· Confirm reservations, special needs, extensions and cutbacks with hotels 
· Adhere to budget restrictions and present ideas/solutions to client requirements if needed





Springman, Braden Law Firm					Spring 2014 – Spring 2015             Legal Assistant
· Assist attorneys in sending and e-filing paperwork for clients and their defaulters
· Answering/directing incoming calls and greeting/directing and assisting clients and debtors 
· Using programs like Pacer, ICCES and Lexis
· Process and handle vital documents and information to support attorneys in court
· Sort/organize mail while depositing it in the correct files for payments/letter service			

Golden Hotel, Golden, CO 					Summer 2011-Fall 2012           Banquet Server								
· Facilitate plated & buffet style meals regularly serving in many catering events
· Establish and create meeting/function space that is visually appealing and presentable  
· Ensure modeling of food safety and sanitation practices                            	                  

Mountain Vista Health Center, Wheat Ridge, CO		Fall 2004-Summer 2007	        Diet Aide 							
· Setup/service/teardown of dining functions, dishwashing, food prep
Honors, Awards, Activities:	•  Cvent certified, ServSafe certified, TIPS certified, CPR certified, Colorado Notary certified 

References: 	Professional references upon request 




