Jan Morgan							2686 Woodrose Place
									Highlands Ranch, CO 80129
									303-766-0083 Home
									303-378-2589 Cell
SUMMARY

Enthusiastic, highly organized, years of sales, receptionist, front desk and customer service experience. Experience working in a fast paced office and always meeting the needs of the customer.
HIGHLIGHTS
Friendly, strong interpersonal communication skills, cheerful, goal oriented, self-sufficient, team leader, dependable, and quick learner of new tasks. 

Lifecare of Littleton / Littleton, CO			2013 – Present
Front desk receptionist. Responsible for answering incoming calls, greeting visitors, ordering office supplies, setting up appointments, setting up meetings and reservation of rooms for family of residents, working with HR department with payroll needs, weekly menus, and anything that needs to be done in order for the front desk to welcome all who call in or visit our facility. 


BAXTER CORPORATION (PREVIOUSLY BAXA) 	2000 –2013
Account representative, inside sales, credit and collections, monthly reports, inbound and outbound sales calls, technical support for our medical equipment, problem solver, and building long term relationships with our customers.

NEWARK ELECTRONICS DENVER, CO			 1996 - 2000
Executed daily cold calls, answered customer service calls regarding our products, pricing, and availability. Assisted front desk receptionist, greeted walk in clients, scheduled meetings, answered routine questions at a professional level, administration support, and assisted in tours of our office and plant. 
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