Quisa Antoine						720-985-7329	
13850 Albrook Dr. Apt. B310
Denver, CO  80239
quisa.antoine@gmail.com


Knowledge, Skills and Abilities

	· Word 2010
	· Communication
	· Teamwork

	· Excel 2010
	· Research
	· Leadership

	· Detail-Oriented
	· Multi-Tasking
	· Active Listener

	· Customer Service
	· Flexible
	· Quick Learner



Organized and efficient highly skilled in office administration, data organization, proofreading, database management and word processing. Possess strong communication and time management skills. Flexible and excels in a fast paced environment. I am looking for a position with growth opportunities. 


Education

[bookmark: _GoBack]Candidate for Associate’s Degree in Paralegal Studies, Everest College, Thornton, CO. Anticipated date of graduation; July, 2015. Relative classes that I have taken are Bankruptcy, Law Office Management, and Torts.



Professional Summary
03/2012 to 05/2013
Mail/Fax Associate
Specialized Loan Servicing- Highlands Ranch, CO
· Opened and properly distributed incoming mail.
· Helped distribute employee notices and mail around the office. 
· Completed data entry and maintained tracking system
· Compiled company information and related material and distributed it to candidates.
· Directed calls to appropriate individuals and departments.
· Produced monthly reports using Excel spreadsheet functions.
· Organized forms, made photocopies and filed records
· Assisted with receptionist duties and Research loan accounts.



02/2009 to 01/2012
Manager
McDonalds- Westminster, CO 
· Greeted customers entering store to ascertain what each customer wanted or needed.
· Earned management trust by serving as key holder, responsibly opening and closing store.
· Politely assisted customers in person and via telephone. 
· Communicated with vendors regarding back order availability, future inventory and special orders.
· Answered product questions with up-to-date knowledge of sales and store promotions. 
· Operated POS system to itemize and complete an average of number customer purchases.
· Maintained High standards of customer service during high-volume, fast-paced operations. 
· Cross-trained and coordinated scheduling with team members to ensure seamless service.


                                                            Accomplishments
· Customer Relations
· Earned highest marks for customer satisfaction.
· Promoted to Crew shift Leader after less than four months of employment
· Management 
· Supervised a staff of over 25 employees, and managed store daily
· Trained and scheduled staff hours and assigned duties.
· Performed accounting procedures and inventory control with a profit margin of 5%




