Stephanie Boddiger

1206 Whitehall Drive Longmont, Co 80504   
 Cell: 720-308-7004  

     Email: Sboddiger07@gmail.com


Objective 
To acquire a fast-paced/challenging position in which I am able to enhance a team’s efficiency/profitability while also elevating morale of the company’s environment. I am looking to obtain a position that will enable me to use my organizational skills, educational background, and my ability to work well with people.
Summary of Qualifications

· Over 8 years experience in customer service
· Obtained exceptional organizational, oral/written communication
· Innovative and self-motivated team player/builder

· Proficient in various drafting and word processing software
Education 


Bachelor of Arts: Communication Studies




December 2012


Minor Business Administration
University of Northern Colorado





Greeley, Co

Relevant Skills 

Data Management:

· Experience with excel

· Access

· Data entry and file organization
· Microsoft Outlook
Organization

.

· Ability to organize other people or a company's goals/projects. 
· Refined planning and organizational skills that balance work, team support and other responsibilities in a timely and professional manner
· Ability to manage time, being task-oriented, paying attention to details, setting and meeting deadlines, and accepting responsibility

Customer Service

· Presented exceptional customer skills in previous employment to help obtain business goals.

· Learned to positively interact with all customers in multiple situations, while continuing to obtain the business objective.  

Employment History

A&W Water Service







                October 2013 – Present

Administrative Assistant 

Complete Energy Service Company

Apple One: Boulder, Colorado






           April 2013 – October 2013
Assignment: Complete Energy Services

HR Administrative Assistant

(Hired within the company)

ST. Vrain FC: Longmont, Colorado                                                                


     August 2012- Present

Assistant Coach

Dick’s Sporting Goods: Longmont, Colorado                                                  

     August 2011- September 2013
Cashier/Apparel

Youth Corps: Longmont, Colorado                                                                  


 June 2012-August 2012

Assistant Team Lead

Town of Mead: Mead, Colorado 
                                           June 2011- August 2011

Seasonal Camp Counselor: 

Kay Jewelers: Greeley, Colorado
                                           April 2010 – Sept. 2011

Sales Associate 
Zales: Longmont, Colorado
                                           June 2009 – April 2010  

Sales Associate

Town of Mead: Mead, Colorado
                                        June 2008 – August 2008

Town Clerk /Maintenance

