Tiffanni Cvitkovic
Tiffanni.cvitkovic@yahoo.com    (815) 981-5027    2501 Birchwood Dr. McHenry, IL 60051

	To obtain a position as a secretary in a people-oriented organization with a challenging environment, to achieve the corporate goals, and to maximize my secretarial skills and experience. I am willing to work a flexible schedule with a high work load.

Experience
Diamond Painting
McHenry, IL
Assistant/ secretary 
10/2005-11/2012
· Greeting all walk-in customers and answering all phones.
· Setting up all meetings, bids, and conferences for owner and foremen. 
· Meeting all employees and directing them to their appropriate job sites for the day.
· Using a variety of software packages, such as Microsoft word, Outlook, PowerPoint, and Excel to produce documents, records, spreadsheets, and databases. 
· Managing and maintaining budgeting as well as invoicing.
· Ordering all office and work equipment. 
· Organizing incoming post and sending outgoing post, as well as running all errands needed.
· [bookmark: _GoBack]Organizing and storing all paperwork, documents, and computer-based information. Photo copying, and printing various documents

Tommy’s Sports Bar
Spring Grove, IL
Server
01/2013-10/2013
· Handling menus, drinks, and food. Maintaining proper dining experience.
· Obtaining revenues, issuing recipients, accepting payments and returning change.
· Any general cleaning needed, assisting with special events, adhere to all grooming and appearance standards consistently.
· Making sure the customer has an overall exceptional experience with us.

Skills
· Type 55 WPM / Proficient in data entry, filing
· Seven years work experience in office setting
· Accustomed to cashiering responsibilities
· Attention to detail and handling customer requests 
