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Career Summary

Ten years of experience in the customer services and office related industries. Experienced in Microsoft word and have the ability to learn and effectively use other company based softwares. Additional skills include having good oral and written communication skills, experience with office related practices, and time management. I also have taken Pharmacy Technician classes. 
Skills Summary

Customer service         Ten Key                             Active listening

Phone experience        Microsoft Word                 Cash handling 

Computer literate         General office practices        Conflict management

         
Oral/written Communication                                   Time management
Experience

   Office Assistant/ Supervisor                                3 Years

     Office Assistant, Uintah Basin Medical Center, Roosevelt, UT 

· Filed paperwork according to hospital and HIPPA guidelines
· Find records on computer and printed them off when needed 

· Answered phones

· All other duties as assigned

      Shift Manager, Pizza Hut, Vernal, UT. 

· Put incoming bills in the computer using excel
· Entered data at the end of the day and for inventory

· Was in charge of $1000.00 – $2000.00 in the store 

· Took and rang up customer orders at the counter and over the phone

· Overseen duties of 5 employees during shift

· Prepared and baked pizza per customer order
· Clean and maintained store

      Supervisor, Arby’s, Roosevelt, UT. 

· Counted cash at end of shift

· Did required paper work at end of shift 

· Printed paper work from computers at the end of day

· Faxed end of day reports to the head office

· Was in charge of $ 1000.00 to $5000.00 in store 

· Was in charge of up to 6 employees during shift

· Assisted customers
· Operated cash register

· Made change
· Assigned duties

 Customer Service                                                       7 Year

      Flagger, SOS Staffing, Vernal, UT.  

· Safely directed and controlled traffic in construction zone

· Observed traffic, conditions, and situations to ensure safety of co-workers
     Crew Member, McDonalds, Roosevelt, UT. 
· Operated cash register and computer to take customer orders

· Ordered and served food

· Prepared food to be serviced

· Cleaned station after shift

     Cashier, Texaco, Roosevelt, UT. 

· Ran computer and register to help customers

· Stocked shelves

· Cleaned as required

     Server, Frontier Grill, Roosevelt, UT.  

· Collected payment from customers

· Took orders from customers for food or beverages

· Checked with customers to ensure that they are enjoying their meals and took action to correct any problems

     Resident Coordinator, Northeastern Services, Roosevelt, UT. 

· Assisted adults with disabilities with cooking, cleaning, and personal hygiene (daily life skills)

· Filled out required paper work on how the day went at end of shift
    Housekeeper, Frontier Motel and Grill, Roosevelt, UT

· Helped a partner clean rooms, and make beds

· Loaded washers, and folded laundry

Education


High school diploma, Union High school, Roosevelt, UT 
