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Objective
[bookmark: _GoBack]To contribute my strong customer service and public relation skills, while providing secretarial and administrative support the necessary departments.  My organization and computer skills are top notch, and my communication is exceptional as well.  I would be a great candidate for this position
Experience
Administrative Assistant/ Loan Officier at HealthOne Federal Credit Union	2005-2010
-  Assisted the CEO with scheduling appointments, preparing documents, entering and retrieving data using the computer, taking       messages, greeted and screened face to face and telephone contacts, made copies, sent and received faxes and emails, sorted and delivered mail within hospital departments.
-  Generated financial reports, recorded Board of Director Minutes, and presented financial documents to the Board of Directors.
-  Collected money and over saw the collection department as well.
Salon Manager for Salon Silverado	2001-2005
-   Opened and closed Salon oversaw the staff and scheduling of staff, managed multiple tasks with numerous interruptions.
-   Worked with students and adults of all ages with diverse ethnic and educational backgrounds.
-   Generated financial reports and reported necessary information to Salon Owner.
-   Provided a safe environment for the staff and patrons who frequented the salon. 
WSI/ Lifeguard/ Pool Manager for City of Thornton
 -  Maintained a safe environment for my students and patrons in the pool area.
-   Generated Report Cards for students and families who participated in the swimming lesson program.  Communicated with people via   phone, email and face to face.
Education
Horizon High School	1993-1996	
1996 Graduate from Horizon High School who took great pride in my education and my whole high school experience.  Three time letterman in Cross-Country, Swimming and Track.  Participated in Student Government and many other extra curricular activities.
Mesa State College	1998-2000
Attended Mesa State College for two years.  General Education Classes.
Skills
I am amazing at multi-tasking, critical thinking and problem solving.  I am highly motivated and dedicated to everything I do and put forth 100%.  I have great computer skills and communicate well with people.  Have knowledge working with Microsoft Word, Excel and 10 Key.  I have great passion for children and enjoy being around them and working with school staff and families.  I work hard at what I do and am confident.
2
image1.png





Melissa Brown

gt et e g s

oot e

o s o

s




