Jessica Spradlin-Batts Phone: (832)887-0720
Email: Jessica.batts1004@gmail.com
 
OBJECTIVE: To enhance my capabilities and qualifications so that I have the opportunity to prove myself as a competent employee.
==============================================================================
 
Summary of skills and experience
 
Photo Technician:
• Knowledge of various film developing techniques.
• Skill in developing, printing, enlarging, reducing and retouching photographic prints.
• Maintain chemical levels and solution integrity for automatic processors and hand development systems.
Cashier:
• Responsible for counting money in cash drawers to make sure the correction of amount.
• Responsible for maintaining the area clean and orderly.
• Responsible for solving customer's complaints.
• Credits, refunds, receipts are issued due to the customer's requirement.
• Responsible for answering phone calls of customer to provide all the information regarding to products.
• Done various other duties as assigned.
 
Customer Service:
•Experience with maintaining office budget
•Ability to work with several operating systems, including Windows, Mac. ========================================================================
Secretary:
• Keeping up-to-date contact details (i.e. names, addresses and telephone numbers) for the management committee and (where relevant) ordinary members of the organization.
• Filing minutes and reports
Compiling lists of names and addresses that are useful to the organization, including those of appropriate officials or officers of voluntary organizations.
Keeping a record of the organization's activities
Keeping a diary of future activities
 
Sales Rep
• Excellent communication and interpersonal skills.
• In-depth knowledge of new and latest technologies of cell phones.
• Exceptionally good at demonstration both verbally and written and also great convincing power.
• Well organized and remarkable ability of planning and managing.
• Experience in preparing product campaigns, attractive presentation and new strategies.
 
EMPLOYMENT HISTORY
 
EWOL Trucking Inc.
Secretary-May 2004 to September 2006
•Preparing a report of the organization's activities for the year, for the Annual General Meeting.
•Maintained peak office performance, organized invoice as well controlled incoming and outgoing fax.
•Responsible for organizing the project and office files including payroll documents, project billing summaries, worker’s compensation documents, blueprints, contracts and supplier invoices.
 
Walgreens
Photo Technician-November 2006 to May 2009
•Prints enlargements, contact prints and transparencies; copies photographic composites for client usage in journals, exhibits, displays and educational purposes.
• Maintain chemical levels and solution integrity for automatic processors and hand development systems.
• Perform filter and time analysis while creating prints using different film and paper types.
 
Homewood Suites by Hilton
Front Desk Clerk-January 2015 to Present
•Responsible for making/canceling reservations.
•Plan and implement new strategies and campaigns for hotel.
•Meet customer upon check-in for determination of their needs and requirements.
•Input/update guest information as needed.
•Manage invoice.
 
====================================================================
 
EDUCATION
Northmont High School: Graduated with Diploma 2005
College Prep.
San Jacinto College: Present

