Lesley Carleton
5115 Mount Arapaho Circle
[bookmark: _GoBack]Frederick, CO 80504
(512) 636-0349
lesleyacarleton@gmail.com

OBJECTIVE
To obtain employment as an Office Manager, resulting in a lifelong career. 
EDUCATION   					
    Sam Houston State University 			            August 2005-December 2009
		Huntsville, TX
            	Bachelor of Arts- Criminal Justice
· Graduation Date: December 19, 2009
· Secretary SHSU Trap and Skeet Team.
· Qualified at Participated in the Collegiate Trap and Skeet Competition in 2008 and 2009.
EMPLOYMENT HISTORY
Michael’s of Denver Catering- Office Manager	                    September 2012-Present	
		Denver, CO
· Michael Sudak
Providing customer service and tech support for the Hot Lunch Online and Denver School Lunch ordering system. Processing payroll for Michael’s of Denver; and making sure all AP and AR's are current for Michael’s of Denver and Hot Lunch Online. Invoicing customers, making sure accounts are accurate, insuring payment obtainment, while meeting numerous deadlines. In addition to writing catering proposals for Michael's of Denver, and event proposals, for the Sherman Street Event Center.
 Public Service Credit Union- MSR I			        April 2012-August 2012  
		Denver, CO
· Kyle Ponder- (303) 217-0969
Accurate and timely processing of transactions, being the first point of contact to refer members to appropriate area based on their individual needs, accurately closing and opening the branch, balancing personal drawer and branch vault. 
· Training and supervising other co-workers
 Kenneth C. Davis & Co. P.C. - Office Manager          December 2009-December 2011
		Huntsville, TX	
· Ken Davis: (936) 291-3020
Processing audit reports, tax returns, and other accounting services documents. Maintaining the company’s website, paying bills for clients, faxing, scanning, answering phones, and scheduling appointments. In short, making sure the office runs smoothly.
· Trained/Supervised Receptionist

 Chili’s- Server 					               May 2009- November 2009
		Conroe, TX 
· Amanda Torrance: (936) 494-2535
Waiting tables, serving food, handling cash, making sure the correct food   was prepared for customers and preparing the tray for other servers to take out to the tables, and cleaning the restaurant.
      Huntsville State Park-Clerk I 			         September 2007- October 2008
            	Huntsville, TX
· Leon Abbs: (936) 661-9477
Managed the park store and boathouse. Provided excellent customer service, maintained and balanced large sums of money from customer’s purchases, and assisted customers in and out of rental boats.
       State Parks Law Enforcement Intern 		                     May 2007-August 2007
		Texas Parks and Wildlife Department
            	Austin, TX 
· Wes Masur: (512) 389-8001
General office work: answered phones, copied and faxed documents.  Updated and modified the offense report database program I created during the previous summer’s internship for Texas State Parks Law Enforcement Division.   
       Starbucks- Barista 				                   October 2006- May 2007 
            	Conroe, TX 
· Tammy Bryant: (936) 441-0118
Prepared and served drinks, handled cash, and provided excellent customer service.
· Trained new employees
       State Parks Law Enforcement Intern 		                    June 2006- August 2006
		Texas Parks and Wildlife Department
		Austin, TX
· Wes Masur: (512) 389-8001
General office work: answered phones, copied and faxed documents. Created database program for recording and maintaining statewide offense reports that occur in Texas State Parks.   
SOFTWARE/SYSTEM SKILLS
· Microsoft Word		Microsoft Access
· Microsoft Excel		Microsoft PowerPoint
· Microsoft Outlook		Microsoft Publisher
· QuickBooks			Peachtree
· Office Tools Pro		Total Party Planner
LANGUAGE SKILLS
		Intermediate fluency level in Spanish
		
