Julie M. Robinson
8171 West 93rd Circle Westminster, CO 80021
Cell: 303.518.2560      E-mail: joneill8409@gmail.com 

Objective
My goal is to be the best receptionist you have ever had. 
Skills
· Customer service 
· First point of contact for all guests 
· Basic knowledge of Word and Excel
· Knowledge of online shipping of FedEx and UPS symptoms 
· Able to take direction 


	Experience

	Table Mountain Foot and Ankle Clinic                                                                   Lakewood, CO  Receptionist                                                                                                 March 2014 to June 2014 
1. Check patients in and out
1. Enter patient information 
1. Scan patent information 
1. Take payments 
1. Make appointments 
1. Place reminder calls 
1. Pull charts 

Qdoba Restaurant Corporation                                                                           Wheat Ridge, CO  Receptionist                                                                                            August 2005 to March 2014
1. Great and announce visitors
1. Answer 2 line phone 
1. Basic knowledge of Word and Excel
1. Create FedEx shipments 
1. Audit store location coupons 
1. Maintain good vender relations 
1. Handled all incoming and outgoing mail
1. Scanned documents for HR
1. Placed store orders for catering kits and business cards

Public Service Credit Union                                                                                                   Arvada, CO
Lobby Teller                                                                                             August 2004 to January 2005
· Customer service
· Take deposits
· Make withdrawers
· Pay loans
· Up sell and open additional accounts and services  

Old Chicago                                                                                                                        Wheat Ridge, CO
Hostess                                                       July 2002 – August 2004; January 2005 to July 2005
· Welcome and  seat guests 
· Answer phones and take to-go orders 
· Up sell menu items
· Form lasting relationships with everyone who walks through the doors 


Education
Metropolitan State College
Denver, CO
September 2003 – August 2004

Golden High School
Golden, CO
Graduated May 2003

	




References for Julie M Robinson
Alice McCarthy
Vice President, Foothills Credit Union
720.962.8200 ex 102

Amy Marzan
Supply Chain Analyst, Einstein Brothers Bagels 
303.241.6838

Aril Hibbert
New Restaurant Marketing Specialist, Qdoba Restaurant Corporation
720.898.2330

Derek Bamford
IT Support, Qdoba Restaurant Corporation 
720.468.8656

Erin Hannan
Sr. Project Manager, Non-Traditional Operations, Qdoba Restaurant Corporation
303.656.8411

Kristine Hoffman 
Manager of Records Retention, Qdoba Restaurant Corporation 
720.273.4314

Lorelei Scohy 
Executive Assistant/Office Manager, Qdoba Restaurant Corporation 
720.898.2307

Mayuko Fieweger 
District Manager, Qdoba Restaurant Corporation
720.220.8909

Mindy Pugliese 
Practice Manager, Table Mountain Foot and Ankle Clinic 
303.507.7862

PJ Gieseman 
Operations Service Coordinator, Qdoba Restaurant Corporation 
720.898.2377
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