Darcy Covey Daniels                        ~Management
218 Poplar Halstead KS 67056/ 281.755.5401/ darccovey@yahoo.com 

I am actively seeking a fulfilling and rewarding career with a progressive company that will fully utilize my multi-faceted experience. With over eleven years of professional experience as an Office Manager and over fifteen year’s management history, your company will experience significant gain with my employment. I take pride in my work and my ability to learn quickly.  Your company will appreciate my loyalty, integrity, and outstanding work ethics.


Personal Strengths
· Interpersonal & Communication Skills
· Organization, Motivation, & Problem Solving Skills
· Relationship Building Abilities

Key Skills
· Office Management
· Teambuilding & Supervision
· Office Administration
· Bookkeeping
· Customer Service & Relations
· Payroll/ Accounting 
· Budgeting/ Expense Management
· Inventory Control
· Purchasing & Maintaining Office Supplies
· Human Resource; Interviewing/ Hiring, Scheduling, Training, Marketing, Office/ Building Maintenance, and Maintaining Compliance policies and procedures

Experience

Office Manager /John Manuel DDS
Wichita, KS 2000/2011

John Manuel Jr. DDS heads a very successful, privately owned practice; he has been in practice over 35 years and is now treating third generation patients. In my eleven year position as Office Manager I managed all areas of the office from staff-management, with a staff between six- ten employees, to the financial/accounting aspects of the office.   Working in the Health Care field has been educational and rewarding.

Personal Assistant- In addition to my management responsibilities I was employed as a personal assistant to Dr. Manuel and his family. Some of my duties included: Event/Party Planning, Personal Bookkeeping/Banking, Travel arrangements, Personal shopping/ Errands, and Personal Property Management & Maintenance 

Public Relations & Hospitality/ Latour Management
Wichita, KS 1999/2000

My job with Latour is a interesting story. My employment with Latour has been one of the most rewarding jobs, as far as personal growth, in my life. I started my work at Latour Management as a Hostess. In this position I establish such a rapport with the customers that I am still currently approached in public, twelve years later, and am addresses as the Piccadilly Girl.  Because of my rapport with people, management allowed me to handle customer service and public relation duties beyond that of hostess. I received employee of the month more than once and was recognized daily for my outstanding interpersonal skills.
 “Darcy is the definition of hospitality. Every action causes a reaction” / “Darcy provides a pleasant work environment and is a terrific role-model for others, she has increased the teamwork attitude” / “customers gravitate to Darcy and enjoy her presents”- Latour Management, employee newsletter.
This job increased my knowledge of customer service, interpersonal skills, and communication skills, and completely changed my life. 

Sales Representative/ Estee Lauder
Dillard’s Department Store
Wichita, KS 1997/1999

Gained experience in high-volume sales, interpersonal skills, and customer service.     Education/ Training- skin care, the chemistry of cosmetics, and product knowledge. 

 
Education and Training

QuickBooks
Microsoft Word
HIPPA 
Taking a Bite Out of OSHA – Wichita District Dental Society
Certified First Aid and CPR – LifeSavers Learning, Wichita KS
Beginning Key Board and Computer- Wichita Area Technical College
Mindfulness Course, DBT- Prairie View, Newton Kansas
Building a Better Practice – KDA
Introduction to Dentistry, Administration -Home Course
KCCTO class/ Art A Creative Expression, Child Psychology - WATC
Floral Arranging- Wichita Area Technical Collage
High School Graduate- Derby High School, Derby Kansas

References
· [bookmark: _GoBack]Jo Anne Millar- Training & Development, Midwest Dental/Mountain Dental, 715-318-0765, jmillar@midwest-dental.com
· Crystal Hibler- Home Bank & Trust, Wichita KS 316-773-6000 
· Barbara Parker- Self Employed, 316-213-8135  
· Harvey Najim- Executive Chairman of Sirius Computer Soltions, San Antonio TX, http://www.mysiriuszone.com  phuone: 210-369-8000 
· Karen Fillenworth- Wichita Independent Business Associations, Wichita KS 316-201-3264
· Steven Read- Director of Export Sales, Cloud Peak Energy Resources LLC, Denver CO 303-704-7398
· Shane Goldsmith- LPL Financial, Wichita KS-316-990-6868
· Photo and additional information - LinkedIn

 I have also had the opportunity to model (print & film), and work in interior design. I have a natural artistic side and enjoy working with people. I am currently self-employed working as a Personal Support Life Coach, utilizing my strong interpersonal skills, high level of emotional intelligence, and knowledge of Behavioral Change Therapy.

