Alexis Ruth Buckmaster
271 Cherokee Place
Lochbuie, CO  80603
(cell) 720.837.9436                                                      
[bookmark: _GoBack]Office Assistant

Summary of Qualifications
Personable Professional with proven track record for understanding customer needs and delivering outstanding customer service; skilled in multi-tasking and maintaining poise in high-stress situations; possess excellent communication and analytical skills; offer strengths in attention to detail and organization; knowledgeable in some computer programs(word).

Areas of Expertise
Customer Service
•Communicated with 100+ customers, taking orders and addressed complaints

Clerical
•Operated some office equipment, such as copier, phones, fax machines, postage machine, voice mail systems and personal computers.
• Maintained filing, maintained inventory of food services, handling of store  money

Professional Experience
Carl’s Jr.    $9.00/hr                                            Hudson, CO                                                           5/2012-Present
•Cashier 
• Cross Trained as Cook
• Promoted to Shift Leader 7/2013 (oversee all other crew members, handle customer complaints)
•Training for Assistant Manager
• Answer store phone
• Cash Handling
• Open/Close Store


Kohls    $7.78/hr                                                                  Brighton, CO                                                         11/2012-1/2013
•Customer Service
• Floor Assistance, putting merchandise back on racks, kept the store clean.


Subway    $7.50/hr                                             Lochbuie, CO                                                        2/2011-12/2011
•Sandwich Artist
• Opening/Closing Store
• Cash handling
• Customer Service
• Answer store phone


