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Professional Summary
Front Office Coordinator who continually maintains a positive attitude while interacting with demanding clients. Serves as the primary point of contact for both in-house and external phone and website queries. I go above and beyond basic administrative tasks and takes on multiple projects at once. Excellent work ethic and strength in boosting company morale. 
Skills
· 120 WPM typing speed			Excellent planner and coordinator
· Professional phone etiquette		Works well under pressure
· Excellent communication skills		Social media knowledge
· Database management			Appointment setting
· Articulate and well-spoken		Team building
· Customer service-oriented 			Multi-line phone proficiency
· Excellent planner and coordinator 	Project and conference planning 

Work History
Network Family Wellness Center
 | 1715 15th St. Boulder, CO 80302
Marketing/Front Office Coordinator Jauary 2013 – Current  
· Answered and quickly redirected up to 20 calls per hour
· Planned and coordinated logistics and materials for board meetings, committee meetings and staff events
· Managed office supplies, vendors, organization and upkeep
· Directed guests and routed deliveries and courier services
· Answered and managed incoming and outgoing calls while recording accurate messages.
· Opened and properly distributed incoming mail
· Greeted numerous visitors, VIPs, vendors and interview candidates
· Maintained a clean reception area, including lounge and associated areas 
· Assisted with event planning, including associated travel and logistical arrangements
· Screened all visitors and directed them to correct employee 
· Coordinated, scheduled and arranged meeting and travel calendars, including business and social events


The Walnut brewery
 | 2400 Walnut St. Boulder, CO 80302		
Server/Charity Director September 2012 – January 2013
· Shift lead for morning and evening services
· I was responsible for the closing duties of an average of 8 other employees per shift 
· Opener/closer, often asked to work doubles
· Consistently trusted with large parties
· Event director for yearly charity event, “Miracle on Walnut”. I was in charge of 20+ volunteers to feed over 500 needy individuals on Christmas day.
· All food was donated

Hammersmith Management Inc
 | 3701 Arapahoe Ave. Boulder, CO 80303
Courtesy Manager/Tournament Director October 2010 – October 2011
· Only on-site manager from 4:00pm – 12:00am 
· Handled resident emergencies – from being stuck in elevators to being locked out of units
· Directed program for residential club identity cards
· Noted residential violations, wrote notices, distributed HOA meeting notes
· Company annual charity golf tournament director
· I was responsible for a 15 person core team of employee volunteers and ultimately saw over the operations of 60+ employee volunteers 
· +500 person event
· Sponsorship and donation point of contact for prizes and funding 

Education
University of Colorado, Boulder	
May 2009  Philosophy
· Alpha Chi Omega
· Mock Trial 

