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Personal Profile-
Great interpersonal and communication skills, able to connect with people easily. Enjoys diversity and change. Adaptable and flexible to be able to meet the needs of the business. Highly organized, able to multitask. Enjoys a challenge and is an innovative thinker.  
Education-
Metropolitan State University of Denver – Denver, Colorado
Bachelor of Arts in Anthropology- 2012
GPA: 3.83
Skills-
· Excellent organizational skills
· Uphold standards of excellent service
· Multi-line telephone answering
· Computer proficiency- MS Office, Visio, Excel, People Soft
· Operate scanner, fax machine, copier, mail meter
· Team member, conflict management
Experience-
Receptionist
Jefferson County Public Schools- Central Facilities, 2013- Present

· Provide daily secretarial support for Building Maintenance and Site Maintenance
· Distributes all incoming mail and manages Fed Ex and UPS
· Filing, organizing, and managing confidential information, paperwork, directories
· Purchases and maintains supplies for several departments
· Orders and distributes shirts for Maintenance team
· Interim FSD Tech-ETAP, P-Card reconciling, organize and attach inspections to assets, creates and maintains several courses within Enterprise Learning, monthly copier reading 
· Various tasks and responsibilities to assist all personnel 

Receptionist
Executive Suites & Business Services, 2012-Present 

· Provide daily secretarial support for multiple companies
· Greet and direct walk-in employees and customers
· Answer multiple-line phone, direct calls to appropriate company, provide general information
· Responsible for scanning and setting up electronic files
· Distributes all incoming mail and manages Fed Ex and UPS
· Filing, organizing, and managing confidential information, paperwork, directories, and leases
· Scheduling meetings, prepare conference rooms
· Skilled at Schmooze PBXact phone system, including data entry, programing telephone lines and setting up voicemail

Barista
Copa Café, 2008-2012
· Customer service oriented
· Communicate and connect with walk-in customers
· Multitask between store responsibilities and serving customers  
· Organize and manage product and stock
· Daily and monthly money transactions and close out of drawers, record keeping
· Train other employees and helped in hiring of new employees

