Lindsey Lockwood
3381 Kellogg Place Westminster, Co 80031 / 303-908-3293

lindseylockwood@yahoo.com
Professional Summary                                                                  
Professional and goal oriented, I find that I am very adaptable in various work situations. I am a quick learner and am always striving to educate myself in new areas when given opportunity in the workplace. I have experience in teaching for over 11 years, school administration and office work for 3 years and in business and management for the past year and a half. I am looking to expand my knowledge in the business community and am seeking a new career path and looking to further my education in relation to my new career. 

Skills                                                                                              
	* Certified Preschool Teacher

* MS Office and Excel proficient

* Cash Handling expert

* Experience in maintaining student records and files

* Budgeting and financial skills

*Evaluation of staff performance
	* Dependable and Goal Oriented

* Organized and efficient

* Committed team player

* People oriented

* Friendly and engaging 

* Highly professional and communicative with customers
	* Motivated program planner and organizer


* Dedicated staff manager

* Creator of staff training plans

* Strengthening of staff relationships

*Motivated and competent learner


Work Skills                                                                                    
House Staff Manager/ Server/ Bartender                                                             09/2012 to Current

Madcap Comedy Theater - 10679 Westminster Blvd. Westminster 80020

*Responsible for interviewing and hiring of new employees 

* Delegated staff responsibilities and reviewed employee performance

*Created the staff schedule on a monthly basis

* Routinely supported other areas of the restaurant as requested, including answering telephones and completing financial transactions for other staff

* Verified cash drawer against the days receipts and ran payroll for all staff 

* Resolved guest complaints quickly and efficiently 

*Consistently provided professional, engaging and friendly service

* Assisted co-workers in duties and help guide problem solving within the workplace

*Received frequent customer compliments for going above and beyond normal duties

Lead Elementary Teacher/ Assistant Childcare Director                                    11/2003 to 5/2015

Life Christian Academy - 11500 Sheridan Blvd. Westminster 80020

* Created and implemented developmentally appropriate curriculum that addressed all learning styles

* Experience in teaching Preschool ages 3-5, elementary school kindergarten and 1st grade, and Art 1st- 7th grade.

* Coordinated summer camp for children ages 4-13 years olds and handled all aspects of planning such as activities , financial    payments received  and budget record of the camp.

* Communicated openly with children's parents regarding daily activities and behaviors

* Administered medications and kept appropriate student records

*Maintained and recorded student records in School Minder database

Education                                                                                      
Director Certificate: Early Childhood                                                                                           2009

                                  Associates in General Studies





Front Range Community College - 3645 W 112th Ave Westminster 80031


* Recipient of TEACH Scholarship


* Coursework in Business, Marketing and Management

I am also looking to further my education in the near future with an emphasis on Sociology and Business
