Elyse Gilpin 
elysegilpin@hotmail.com 
970-366-8741 (mobile)
Superior, CO 80027



OBJECTIVE
I am applying for a position that will utilize all of my talents as a receptionist and office assistance. The position I seek will afford me the opportunity to use my communication and people skills, as well as my working knowledge of computer software packages and office equipment.
WORK EXPERIENCE
Preschool Paraprofessional

October 2008 - April 2009 

Wamsley Elementary School | Rifle, Colorado 

Assists in the assessment of students for the purpose of supporting teachers in the instructional process. Assists students, individually or in groups, with lesson assignments for the purpose of presenting and/or reinforcing learning concepts. Guides students in independent study (e.g. enrichment work, remedial work, etc.) for the purpose of ensuring student success. Implements, under the supervision of assigned teacher, instructional programs and lesson plans for the purpose of assisting the teacher in improving students' academic success through a defined course of study. Monitors individual students, classroom, library, playground activities, etc. for the purpose of ensuring a safe and positive learning environment. Performed other related duties, as assigned, for the purpose of ensuring the efficient and effective functioning of the work unit. Performs record keeping and clerical functions (e.g. scheduling, copying, etc.) for the purpose of supporting the teacher and/or administrator in providing records/materials. 

Administrative Assistant

July 2007 - October 2008 

High Country Engineering, Inc | Glenwood Springs, Colorado 

Managed details of multi-party conference calls, in-house and off-site meetings and luncheons, travel arrangements, calendars, itineraries, agendas and preparation of expense reports. Organize the planning of trade shows, conventions and seminars; handle booking of location. Prepare required registration forms and process payment of related fees. Collaborate with printers on the design and printing of logo changes, letterhead, envelopes, business cards, literature, presentation folders and product line inserts at agreed-upon rates. Developed and update an Operations Manual in charge of organizing information and materials. Execute word processing projects, including large-scale mailings, correspondence, and manuals. Handle inventory and requisitioning of supplies; research to secure savings on all items.

Property Management Assistant

February 2002 - April 2003 

Magnon Companies | Riverside, California 

My position was responsible for assisting the property manager with the management of all on-site operations and achieving property financial and operational objectives as defined by the property owner and the management company management team.  I was primary responsible for ensuring all traffic, prospect, leasing, renewal and revenue data is correctly entered into the property software system, producing daily, weekly and monthly activity and operating reports and that resident files are correctly maintained. 

Travel Coordinator/Admin Assistant

September 2001 - February 2002 

Vestas American Wind Technology | North Palm Springs, California 

As travel coordinator I was responsible for sourcing, organizing, booking, tracking and handling travel requests for the company. I was also responsible for assisting the purchasing department ensuring the best possible value. I organized travel requests, provided research with travel options and provide final itineraries. Liaise with other internal travel coordinators as required; book flights, hotels, cars, trains and all other travel-related activities.  Track travel expenses, reconcile travel costs, and provide travel statements. Set up and maintain vendor accounts.

Airline Customer Service Agent/Ramp Agent

October 1999 - September 2001 

America West Express, inc. (Mesa Air Group) | Palm Springs, California 

My I was responsible for servicing aircraft while on the ground, involving the loading, unloading, packing, and securing of cargo and equipment in aircraft, picking up and delivery of cargo, including mail, express, baggage, company material, and may include clerical functions such as preparation of airway bills, sales, tickets, reservations, weight and balance manifests, I was also required to load/unload baggage and cargo from aircraft and carts or conveyor belts in terminal or on ramp area of runway. The transferring of baggage between carts and/or conveyor belts in bag well area of the terminal. To operate ground service equipment to position next to aircraft or transport baggage or mail to aircraft or terminal. To spot, block, and wave off aircraft. Perform routine maintenance and clerical tasks associated with performance of duties

Flight Attendant
February 1999 - October 1999
America West Airlines, Inc. | Phoenix, Arizona 
Provide exemplary customer service to all aspects of the cabin. Actively seek to ensure the safety and comfort of customers. Ensure compliance with Federal Aviation Administration regulations. Assist passengers and fellow crew members during emergency situations. Provide special assistance to passengers, including stowing luggage in overhead compartments, emergency medical aid, and wheelchair assistance. Prepare/serve meals and beverages; sell onboard liquor, duty-free items, and other items. Write detailed reports pertaining to flight incidents. Interact with a wide variety of people from a broad range of cultures. 



EDUCATION

Currently working on degree
Ashford University 

High School 

Valley View High School | Moreno Valley, California
International Air Academy | Ontario, California 
I obtained a certification in travel which allows me to know the computer programs and the ticketing procedures used by the airlines. I also obtained a typing certificate.



SKILLS

	All microsoft systems, Multiline Phone, 65 + WPM, 
	Expert

	Create documents using Microsoft Word and produce spreadsheets for business using Microsoft Excel.
	Expert

	Organization of information and setting up of a filing system.
	Expert



