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	Professional Profile
	  

	
	20 years experience with front desk and telephone reception, customer service, and related duties.
Familiar with inputting employee and visitor information into badge and access control systems.
Experience with accepting, sorting, and delivering mail, packages, and courier deliveries.
Greeting visitors, customers, investors, and executive board members and ensuring they are taken care of appropriately, and in a timely manner. 
	Aware of the importance of maintaining a clean and professional looking environment for all persons visiting and doing business.
Familiar with standard office equipment, as well as commonly used office software (email, word processing, etc.)
Able to communicate with a wide variety of people of different backgrounds effectively and professionally.
A great deal of experience with handling extra duties that may require working weekends, after hours, holidays, ect.

	
	

	Professional Accomplishments	[Field or Area of Accomplishment]
Field Supervisor for approximately 150 employees
Site lead at Sprint Lone Tree location
Site Lead/Receptionist at TW Telecom Lone Tree corporate offices
CPR/Lifesaver AED certified


	
	

	Work History	August 1, 2012
Guest Safety Agent, Isle Casino, Blackhawk, CO

December 1, 2010
Clerk, Safeway, Westminster, CO

April 1, 2004
Security Officer, US Security Associates, Lone Tree, CO

January 1, 2000
Tape Operator, National Center for Atmospheric Research, Boulder, CO

	
	

	Education	General
Chatfield Senior high
Littleton, CO
May 1, 1992

	
	

	References	[References are available upon request.]



