Brooke C. Durant
4482 S. Xeric Way Denver, Co. 80237
bdbdurant@gmail.com
Phone: 720-245-7252

RESUME
OBJECTIVE:
To obtain a position that will enable me to use my experience and educational background and to make a significant impact and contribution to an organization.

WORK EXPERIENCE:
August 2012 to now- Excel Personnel (Temporary Agency)
Administrative Assistant -Global Technology Group Resources Inc. 
Greeting and directing all visitors, including customers, vendors and job candidates, ensure completion of paperwork, sign in and security procedures. This individual will also handle incoming calls and perform general clerical and administrative duties.

Customer Service Rep- Kentico
Greeting guests and visitors of the conference, checking them in, passing out conference materials and answering any questions also assist with any necessary tasks.

May 2011 to January 2012 - Front Desk Agent - Hampton Inn
Responsible for greeting guest, registering, and assigning rooms. Handled inquiries pertaining to hotel services and registration of guests. Kept records of room availability and guests' accounts, manually and by computer. Duties also included: computing bill, collecting payments, and making reservations and billing changes as needed. Assisted in all duties in the everyday operation of the hotels front desk.

August 2008 to May 2011 - Teacher Assistant - Denver Public Schools
Responsible for the supervision and management of children. Organized activities and implemented curriculum to stimulate children's physical, emotional, intellectual, and social growth. Helped children explore individual interests, develop talents and independence and prepare them for more formal schooling.

July 2007 to November 2008 - Front Desk Associate - Courtyard by Marriott
Responsible for greeting guest, registering, and assigning rooms. Handled inquiries pertaining to hotel services and registration of guests. Kept records of room availability and guests' accounts, manually and by computer. Duties also included: computing bill, collecting payments, and making reservations and billing changes as needed. Assisted in all duties in the everyday operation of the hotels front desk.

[bookmark: _GoBack]EDUCATION:
Metro State College - Denver Colorado - Management - Present
Johnson and Wales University - Denver, Colorado - Marketing - 2007 to 2009
School East High School - Denver, Colorado - Received Diploma May 2007

Office Skills: Telephone, Front Desk Reception, Customer Service, Filing Database, Records Management, Executive and Administrative Support. Reports & Spreadsheets, complaint handling, and Data Entry (75wpm)
Computer Skills: Word, Excel, Powerpoint, Access, Outlook, and Windows Vista/XP
