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QUALIFICATIONS/SKILLS
· Highly skilled in answering and forwarding phone calls using a multi-line telephone system.
· Can build a good rapport with everyone and can confidently interact with the visitors that come to the office.
· Flexible and able to adapt easily to new situations and developing workloads.
· Demonstrated ability to work independently and as a team.	  
· Knowledge of Microsoft Office and the operation of standard office equipment.
· Attention to detail and high level of accuracy.			
· Self-motivated with the ability to work with little direction.

EXPERIENCE
CENTURY CHEVROLET, Broomfield, CO 2013-2014
Receptionist								     
· Greeted customers and determined the nature of their visit in a friendly and professional manner.
· Promptly answered and tracked incoming phone calls.
· Directed caller to appropriate department or individual.
· Took thorough messages and relayed them to the appropriate parties in a timely manner. 
· Filing and photocopying.

ALPINE LUMBER, Westminster, CO 2007-2008	
Receptionist
· Created a positive first impression through the welcoming of walk-in customers and visitors.
· Promptly answered, screened and transferred inbound phone calls.
· Managed day to day office operations.
· Organized and maintained files and records.
· Monitored and procured inventory, office supplies and kitchen consumables.
· Assist staff with administrative duties as requested.

BACKGROUND INFORMATION SERVICES INC., Boulder, CO 2006-2007
Receptionist
· Promptly answered, screened and transferred inbound phone calls.
· Open, sort and distribute incoming correspondence.
· Reconciled invoices and prepared daily bank deposits.
· Assisted sales manager in the preparation of marketing materials.

Between 2009-2013, I took time off for family-related issues.

