	12275 Claude Ct #613

Northglenn, CO 80241
	Amanda L. Lockwood
	(603) 667-3819

amandallockwood@gmail.com 

	Employment

	Switchboard Administrator
	Pitco Frialator Company
	Spring 2014 

	· Trained in advanced phone transferring program.

· Correctly directing incoming calls to appropriate departments.
· Sorting and delivering the mail and customer payments to respective managers.

· Responsible for employment applications. 



	Front Desk Receptionist
	Riverside Casino and Golf Resort
	Winter 2012 –2013 

	· Manage the arrival of new guests and check out process of departing guests.
· Conducting tours of the resort grounds and suite rooms to prospective guests.

· Answering phone calls, booking golf reservations and coordinating room assignments.

· Following up with guests for special room requests.



	Booking Agent
	Courtyard Hotel by Marriott
	Winter 2010 –2011

	· Assist in the sales for membership reward program for new guests.
· Trained on the hotel reservation and request computer system.
· Coordinate pre-arrivals and special guest requests for room service.
· Answering phone calls and use exceptional customer service.


	Customer Service Representative
	Murray Insurance Agency
	Summer 2013 

	· Reviewing customer policies and answering questions.

· Responsible for notifying customers of insurance policy changes.

· Manage records of customer inquiries, claims and billing protocol.

· Opening member claims and determining coverage amounts



	Education

	Manchester, NH
	Southern New Hampshire University
	Spring 2011 –Present

	· B.A. in Psychology, focus in Child and Adolescent Development

Graduation: June 2015. Current GPA: 3.4

Coursework: Business Financing and Accounting, Understanding Human Resource, Marketing, Childhood Development and Disorders.



	Technical Experience

	Projects 

	· Meeting Coordinator (2011). Worked in conjunction with the manager to set up employee meetings.


	Additional Experience and Awards

	· Nanny (Summer 2014) Full-time position watching two children under both five-years-old.
· Psi Chi National Honor Society of Psychology (2014) Recognized for achievements and awarded membership.
· SNHU Presidents List (Fall 2013 and Spring 2014) Award for high level of achievement.




