[bookmark: _GoBack]Chelsie Steiger
Northglenn, CO 80233
chelsiesteiger9_9fb@indeedemail.com - 720-508-9573
Authorized to work in the US for any employer
WORK EXPERIENCE
Receptionist
The Center at Northridge - Westminster, CO - 2016-08 - Present
Answer incoming calls, help guests and patients with any questions or concerns, take payments, light cleaning, prepare census for morning meeting daily.
Administrative Assistant
WorldMark by Wyndham - Bear Lake, UT - 2014 - 2015
Office duties regarding billing, audits and client accounts
Daily Service Provider
RISE, Inc. - Vernal, UT - 2015
Organized constructive activities and daily cares of clients
Account Creation/Data Entry
Vivint. Inc - 2014
Create new customer accounts as Sales Representatives and Technicians call in with information
Assistant Teacher/Floater
Little Wonders Learning Center - Logan, UT - 2014
Pick up and drop off children to different schools around the valley. Also, aide teachers with activities for children
Customer Account Executive
Convergys - Logan, UT - 2013
Calling customers with Internet, Phone, TV and Billing problems/issues.
Production Worker
Mansfield Printing, Inc - Vernal, UT - 2011
Making receipt booklets, copies, customer service, binding booklets.
EDUCATION
High School Diploma
Uintah High School - Vernal, UT
2011-05
SKILLS
Microsoft Office, Customer Service, Administrative Assistant, Call Center
