Rachel Nicole Stewart

 720-404-5428 



Thornton, CO


 RStewart818@gmail.com


Skilled, dedicated, and knowledgeable customer service specialist with broad experience in a variety of sectors within the service industry. Familiar with product merchandising, sales techniques, and retail administration. Experienced in creating and executing work plans to meet changing customer needs and demands. Accurate, precise, and ethical in all work assignments and able to immediately contribute to the company’s goals and objectives. Accustomed to performing in deadline-driven and fast-paced environments.

	- Leadership, Teamwork, & Motivation
- Office Administration/Accounting
- Training/Scheduling of Staff
	- Supervision and Team Management
- Communication/Interpersonal Skills
- Inventory Control and Maintenance
	- Project Planning/Management

- Customer Support/Relations
- Computer Program Knowledge


Proficiency 
	· Excel
	· Outlook
	· Google Docs

	· PowerPoint
	· Word
	· WPM 50


CAREER PROGRESSION

Spa Concierge, The Spa at Ritz Carlton Denver, Denver, CO, 10/2013 to present

· Respond to and effectively resolve customer complaints in a timely manner 

· Research and coordinate new services and promotional material
· Maintain continuing education on new products 
· Answer a high volume of incoming phone calls on a multi-line system
· Process credit cards, merchandise credits, vouchers, gift cards, and cash payments properly

· Coordinate appointments while ensuring accurate client files are created and maintained
Lead Spa Coordinator, Urban Escape, Golden, CO, 11/2013 to present

· Conduct inventory audits and maintain accurate levels of product
· Preform bi-weekly product orders 
· Assist with development and implementation of protocols
· Develop new products and promotional packaging
· Met and exceeded monthly sales goals for over a year
· Ensure customer service satisfaction and maintain strong client relationships

· Attend and assist in monthly promotional events

· Train and educate employees during 90-day new hire period
Front Desk, The Squoval Nail, Edgewater, CO, 11/2012 to 11/2013

· Provided exceptional customer service and engaged customers
· Educated customers about services and products
· Responded to all customer questions, inquiries, and requests in an effective manner
· Accepted and accurately processed all payment methods
· Adhered and maintained all sanitary requirements as dictated by state law
 
Executive Administrative Assistant, FLAIR Magazine, Westminster, CO, 2/2012 to 10/2012
· Responsible for human resources management

· Interviewed, hired, and supervised office staff
· Accurately entered and maintained sales report database
· Processed accounts receivable, accounts payable, and payroll
· Established strong rapport with clients, guest, and vendors
· Successfully planned projects and events by coordinating time, details, materials, and people

· Maintained schedules; coordinated and updated appointments 

Assistant Manager, Sweet Life Bar and Spa, Denver, CO, 7/2009 to 2/2012
· Ensured customer satisfaction and maintained strong client relationships
· Conducted inventory audits and maintained accurate product levels
· Researched and coordinated implementation of new products and procedures

· Responded and effectively resolved customer complaints in a timely manner 
· Accepted and accurately processed payments

· Answered a high volume of incoming phone calls on a multi-line phone system

· Coordinated appointments, updated and maintained client files, and input PC data
Assistant Spa Director, Spa at Lakeshore, Broomfield, CO, 6/2007 to 7/2009
· Preformed monthly supply orders and monthly inventory audits

· Provided customer support and assistance; responded to all customer questions, inquiries, and requests

· Consistently exceeded monthly sales quota for two years

· Created staff schedules while staying on budget and ensuring proper staffing for expected volume
· Processed credit cards, merchandise credits, vouchers, gift cards, and cash payments properly

· Managed the daily financial and administrative operations; performed all accounting tasks
· Answered a high-volume of incoming phone calls on a multi-line system
· Maintained inventory control
· Updated and maintained client files
· Created promotional material and coordinated all special events
EDUCATION and TRAINING

Core Course Work in Restaurant Management and Resort Management – 3 Years Completed
Colorado State University – Ft. Collins, Colorado 
High School Diploma – Graduated 2002 

Jefferson Academy – Broomfield, Colorado 
