
Julie Davis

2213 North Taft Ave.
Loveland, CO
80538

Tel: 970-618-0111

julieanndavis@ymail.com


Profile

I’m a young hardworking professional looking to expand my skill set. I’m honest, respectful and would be a great addition to your team. 

Experience

Assistant/Receptionist, Jack Davis D.D.S; Rifle, CO. 81650 — Jun. 2007 — Sept. 2010
As an assistant and receptionist at a well established dental office my daily tasks included: answering phones, handling cash/credit/insurance billing, filing important paperwork, billing, creating/canceling appointments, calling clientele, sending annual appointment reminders, cleaning, and running errands. 

Sales Associate, Sports Authority; Glenwood Springs, CO. 81601 —Oct. 2010 — Dec. 2012
As a sales associate at Sports Authority my daily tasks included: answering phones, handling cash/credit/returns/exchanges, assisting customers, marketing, merchandising, cleaning, organizing, setting sale ads, folding/hanging/tagging clothes, and transferring products from store to store. 

Bee Keepers Assistant, Silt, CO. 81650 — January 2013-October 2013
As a Bee Keepers assistant I was responsible for separating the honey from the comb, packaging, creating/printing brochures & sales stickers, checking on the bees, delivering product and running errands.



Education

Rifle High School - Diploma; 2010
Colorado Mountain College - Associate of Arts; 2011-Continuing (I’m currently enrolled in school online as to not interfere with any work schedule.)


Skills

I have a wide set of skills that include: excellent phone etiquette, sales technique, typing at 77 w.p.m., computer literacy, proficiency in Microsoft Word, Excel, Powerpoint, Safari, almost any social media site, any Email provider or Search engine, writing and grammar, reading, being able to stand for hours on end, lifting up to 60 pounds, remaining calm in high pressure situations, keeping a professional appearance, multitasking, getting tasks done efficiently and quickly, meeting deadlines, taking criticism, cleaning, organizing, filing, great penmanship, always being a team player, being energetic, making sure clientele is kept happy, I’m always kind, respectful and able to separate my work and home lives. 

References

Samantha Cross: 970-599-0711
Supervisor at dental office 2007-2010

Lisa Goldman: 970-618-7465
Bee Keeper at Sunshine & Honeybees Farm Jan. 2013-Oct. 2013

Kristi Lorenzini: 203-770-2216
Supervisor at Sports Authority 2010-2011

