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STACY R. ALLEN

247 Adams Ranch Rd. Telluride, CO 81435 ( (970) 708-4896 ( srenee.allen@gmail.com



PROFESSIONAL PROFILE
· Leadership-oriented with strong work ethic and moral compass.
· Creative problem-solver who excels at conflict resolution, as well as creating positive solutions, identifying efficient methods to correct situations, and following through to implementation.
· Exceptional interpersonal communicator who collaborates effectively with individuals at all levels, functions as a liaison among groups, builds and leads teams, and fosters cooperation among diverse individuals and organizations.
· Disciplined and highly organized self-starter.
· Motivated, mature achiever who takes the initiative and attacks issues with originality.
· Committed competitor who has demonstrated drive toward excellence through achievement.
· Computer-proficient performer with skills covering operating systems, including Windows, and Mac OS, as well as software applications and programming languages, including HTML, CSS, Wordpress, VerticalResponse, Excel, PowerPoint, Word, and Outlook.



PROFESSIONAL EXPERIENCE


TELLURIDE OUTFITTERS, Telluride, Colorado    


                                             2012 – Present 

Office Manager

· Assists clientele as they enter office and via phone to complete reservations for a multitude of outdoor activities.
· Establishes standards and procedures for safety before activities.
· Works closely with local lodging businesses in order to expand sales and company marketing.
· Examines ratings, research data, market share information, and analyze features of company vs. competition to insure sales plans are effective and strategic.

· Manages daily schedule for guides, company email correspondences, reservation systems and general clerical duties.
MOUNTAIN MUNCHKINS, Telluride, Colorado




                                     2011 - 2012

Childcare Program Assistant

· Conducted classroom activities that promote social, developmental and educational growth of children.

· Responsible for children’s health, safety and physical needs.

· Participated in planning and supervising daily and long-range activities.

· Communicated with parents about children’s progress and challenges.

EKAWA GYM, Huntington Beach, California





                      2010 – 2011 

Administrative Assistant
· Managed day-to-day business operations and the daily schedules of entire staff.
· Accountable for filing, contact development for CEO and managed accounting functions.
· Maintained confidentiality of business and personally sensitive information.
· Responsible for scheduling and preparing all interviews to be conducted for membership consultations.
· Kept office running in an organized, efficient and highly operative manner.
· Praised by management for consistently greeting clients in a pleasant manner, attention to detail, exemplary customer service delivery, excellent communication and inter-personal skills.

BO BRIDGES PHOTOGRAPHY, Hermosa Beach, California



                                 2010

Intern
· Promoted sales by actively educating the public about craft media, processes and photographer.
· Assisted in development and execution of special events, receptions, photo shoots including; W Hotel photo shoot, X Games, Glee Photo Shoot, First Thursdays, AVP Nivea Tour, ESPN Radio launch party.
· Developed and wrote blog and monthly newsletter for gallery; spitstudio.com/blog and bobridges.com
· Conferred with clients to assess needs, analyzed feasibility and alternative methods to meet desired results.
· Prepared sales reports, purchase orders and conducted regular inventories.
EDUCATION

Bachelor of Arts in Liberal Arts, Minor in English, Colorado State University, 2009

