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John F.M. Williams Jr.

objective
To obtain a Entry- Level position, with in a company that will allow me to develop and further expand my skills and advance within the company as well as helping the company succeed and reach the goals . I’m ready to start from the ground up and work on fullest abilities to help your company. I am a motivated, personable business professional with knowledge of Business and the equipment that is involves. Flexible and versatile. Thrive in deadline-driven environments. And a Hard work ethic, that strives to be the best!

Skills Summary                                                                                                                              
	General Office Skills

Flexible in working a rotating schedule

Adapt to any situation (Multitask)
	Computer Savvy (Microsoft office)

Customer Service skills

Passion to be the best
	Front-Office Operations

Professional Presentations

Has the desire to succeed in everything


Work of experience
Optimum (American Cancer Society) - Centennial, CO - June 2014 to August 2014 (seasonal)

Recruiting Specialist 
Responsibilities:

*Made outbound cold calls to prospective business and recruited them to attend the American Cancer Society's “Making Strides Against Breast Cancer Walk"


*Made about 300 calls a day, entered information on computer 

And used automatic outbound dialer system! 

*Recruited over 550 people to attend the event across the United States

Christian Living Communities - Centennial, CO - October 2013 to June 2014 

Hospitality Assistant/ Dinning Associate I
Responsibilities:


*Assisted with hospitality events, dinning services operations! 


* Severed and took orders up to 150 residents at a time


* Assisted in Break down and Set up for events and dinning services


* Make sure that the residents are fed and satisfied with their meal

Phoenix Financial Group - Broomfield, CO - May 2013 to October 2013 (seasonal)

Tax Opener 

Responsibilities:


*B2B inside sales with expectation to make 350-500 calls a day. 


*Talk to prospective businesses about resolving their Tax issues 


*Entry- Level Position 


*Commission and base-pay 

FootLocker Inc - Lone Tree, CO - January 2013 to April 2013 

Sales Associate 

Responsibilities:


* Handled cash and credit Transactions on registers



*Greeted Customers as they walked and as they left


*Help customers try on Shoes, clothes and other products



*Opened and closed the store daily

Adams State College Recreation Center - Alamosa, CO 81102 Aug 09 – May 11

Front desk/Facilities Supervisor (work study position)

Responsibilities:


*Assisted in the opening and closing of Facilities


*Scheduling courts activities, equipment checkout, Membership purchases


*Process injury reports and enforced all school and facility policies 


*Assist and educate members about the safe use of weights and the cardiovascular equipment 


*CPR certificated May 2010 

Adams State College Computing Services- Alamosa, CO- Jan 09-Aug 09

Computing Service Helpdesk Assistant (work study position)
Responsibilities: 


*Assist students and faculty/staff with computer related problems 


*Direct calls to staff member in the areas of their specialty 


*Process work orders by obtaining correct and detailed information on the problem Answer all incoming phone calls and email 


*Sort incoming mail conduct basic filling 
St. Ives Pub

Purple Pig Pub

The Office Tavern - Alamosa, CO 81101 (Same Owner)


 Aug 07 – March 13
Bartender/Host/DJ/ Promoter

Rotated between the three difference Pub(s) by providing music and serving the patrons as the bartender

Marketed the clubs  using e-mail and social networks like , Facebook and twitter to increases the business

education
Adams State College, Alamosa, CO 81102

Graduated 12/2012 

Business Administration/Child Development 

GPA: 3.1/4

Dean’s List 2008, 2009, 2010

Football Team Member 2007-2010 

Hasting College, Hasting NE 

Mass Communications /Business Administration 


Montbello High School - Denver, CO 80239 

Graduated June 2004 GPA: 3.9

Sport: Football/Track and Field/Baseball

Scholarship: Football and Kappa Inc./ Football and Baseball
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