Elena Emerson
617-840-2664
elenaemerson2.0@gmail.com

OBJECTIVE 
I would be an asset to any team with a proven track record of warm customer service and high sales.  As a self-starter, I thrive in an environment that values a balance of independence and effective teamwork.

EMPLOYMENT 
Chiropractic Assistant/Receptionist: Fort Collins, CO (2020) Managed multiple phone lines, patient intake and outtake, as well as patient files while maintaining a steady flow of six sanitized treatment rooms. I was able to multi-task while ensuring patients had a pleasant, positive experience. In addition to my duties as a receptionist, I supported the doctor as needed while maintaining a steady flow of patients in a very busy office. 

Manager, Studio G Brooklyn: Brooklyn, NY (2017 - 2020) I managed a staff of fifteen interns and the required maintenance of a 10,000 sq foot facility. I was responsible for scheduling, hiring, and training all interns. I made sure the necessary repairs were made to the audio gear in studio, and that general facility needs were met. I ensured local and traveling musicians alike had an exceptional experience by keeping the bathrooms and kitchens fully stocked and a necessary staff available to assist the house engineers throughout every recording session. 

Real Estate Agent, Myspace NYC: Brooklyn, NY (2018 - 2020) Successful agent in the second largest rental brokerage firm in the country in a competitive and high stress environment. I generated leads and posted marketing material. I created and maintained quality relationships with my clients as I guided them through the cut-throat NYC rental market.  

Server, Radegast Beer Hall: Brooklyn, NY (2019 - 2020) I expanded my beer knowledge, memorizing more than twenty rotating beers on tap as part of a tight knit staff in this 90 table biergarten. It was not uncommon to have a section containing fifty plus people on separate tabs. I maintained attention to detail and a positive attitude under stress. I further developed my ability to multi-task and the strength and grace to carry up to eight steins of beer at once. 

Bartender, Golden Years: Brooklyn, NY (2016 - 2018) I tripled nightly sales in my first six months behind the bar. I enjoyed making classic cocktails and creating my own based on customers tastes. I opened and closed the bar, paid out staff at the end of the night, and ensured that food came out of the kitchen in a timely manner.

SKILLS 
I have excellent customer service and communication skills, even under pressure. I am confident in my ability to connect with people and assess customers’ needs. I am self-disciplined, driven, and very organized. I enjoy working with a team as well as independently. 

EDUCATION 
Licensed Real Estate Salesperson, New York, NY — 2018 
University of Texas, Austin AA, Psychology 2014-2016

