Alyssa L. Elliott

7780 Club Crest Drive

Arvada, Colorado

(507) 382-4953

lethallyso@gmail.com

CLIENT SERVICES PROFESSIONAL
PROFILE

•
More than 15 years of successful experience within the customer service industry and support with recognized strengths in account maintenance, problem solving and troubleshooting, and planning/implementing proactive procedures and systems to avoid problems preemptively.

•
Possesses strong computer skills, specifically in MS Office.

•
Manages daily operations of business through improved management techniques, attention to detail, inventory control, and developing vendor relationships.

•
Ability to train, motivate, and supervise employees.

•
Creates positive team environment by utilizing conflict management, extensive leadership skills and mentoring.

QUALIFICATION HIGHLIGHTS

• 
Exemplary aptitude to train staff to create a professional and personal experience for each client.

•
Initiated food quality reinforcement program that is now used company wide.

•
Possesses the ability to perform duties under stressful conditions.

•
Earns valuable repeat and referral business based on excellent client and vendor associations.

EMPLOYMENT

Clean Conscience – Denver, Colorado



            2013-2014

Office Manager
•
Facilitated and managed all day-to-day office duties including: scheduling of staff, customer scheduling, appointment setting, account management, payment processing, payroll, profit and loss analysis, inventory control and customer service.
•
Successfully marketed company’s services though social media which resulted in new customers, referral business and a reduction in attrition.

•
Increased branch profitability through hiring and staff organization, building strong relationships with customers and utilized strong organizational skills to keep operations running smoothly.

Plaza Research – Denver, Colorado


                     2011 - 2013

Client Services Coordinator

•
Reached out to clients to obtain facility and focus group needs, ensured all required client requests were met, interacted with clients on a daily basis, and completed follow up with clients after study was concluded.

•
Supervised employees, ordered and kept inventories of facility supplies, answered phones, maintained office flow and function, and executed set up and tear down of conference rooms and AV equipment.

•
Maintained quality control/satisfaction records and constantly sought new ways to improve repeat visits from clients.

Ruby Tuesday, Aurora, Colorado




        2006 - 2011

Assistant Manager

•
Created and maintained daily, weekly and monthly schedules for 23-32 employees.

•
Recruited, trained, and motivated staff of cooks, servers, and bartenders.

•
Successfully achieved and exceeded corporate goals in regard to guest surveys, individual employee performance and over-all dining experience for guests.

•
Maintained daily and weekly inventories, facility management, several budgets, ordering and invoicing product.


Ruby Tuesday, Aurora, Colorado




        2005 - 2006


Shift Leader; Bar Lead

•
Supervised shifts, assisted management with scheduling, implemented daily bar inventory program, assisted in ordering of product and supplies.

•
Trained new staff members by adhering to corporate guidelines and expectations.

•
Utilized over 10 years of customer service to recruit new business and retain business with an engaging personality.


DDD Motels Inc., Mankato, Minnesota



        2004 - 2005


Catering Assistant; Banquet Captain

•
Was charged with menu planning, event execution, event set-up and tear-down.

•
Scheduled and directed staff before, during and after events.

•
Assisted the Catering Director with ordering, invoicing and finalization of payment.


Mystic Lake Casino, Prior Lake, Minnesota



        1997 - 2002


Room Service Attendant; Server

•
Set-up and executed daily events.

•
Provided excellent customer service for casino and hotel guests.

•
Assisted the Room Service Director with special events, casino comps and banquet room arrangements.
EDUCATION

Minnesota State University, Mankato, Minnesota


1999 - 2005
Studied - Major: Social Work; BSW

               Minor: Urban Studies and Analysis


Prior Lake Senior High School 




1994 – 1998
