Kayla Lynn Morrell


11262 Clermont Way, Thornton, Colorado 80233
      720-341-2608

           kayla.morrell33@gmail.com
Career Objective:

Seeking a receptionist position/Office Manager that is both rewarding and challenging to allow maximum growth for both the company and myself. 

Qualifications Summary:

Result-oriented, self-motivated professional with a solid work ethic, excellent communication skills and great attitude.  Work well independently and with others, and have proven leadership skills in a variety of circumstances. Highly trustworthy, ethical and discreet. Capabilities include:

· Filing/Data Archiving
· Customer Service
· Accounting
· Microsoft Word/Works
· PowerPoint
· Microsoft Excel
· Telephone Reception
Relevant Skills & Accomplishments:

· Hostess/Greeter







· Telephone Reception/Filing
· Previous Member of DECA



     
· Maintained high level of confidentiality.



· Worked well under time constraints.
· Performed data entry duties.
· Initiated and maintained filing system and performed various administrative duties.
Customer Service:

· Dealt with customers with a friendly and positive attitude.
· Received positive feedback in handling customer complaints.
· Went above and beyond to learn information that would exceed the customers' expectations. 
· Successfully multi-tasked in helping multiple teachers with a variety of tasks.

· Ability to read detailed information and implement it quickly and accurately. 

. 

Recent Employment History:

· Holiday Inn Express
2007




                          Denver, CO

· Choices of Living Counseling 2011





  Westminster, CO

· Mickey's Top Sirloin 2013






  Denver, CO

Education:

· Mountain Range High School





              Westminster, CO

            Graduation 2010

References:

Available upon Request

