	Xaviera Elliott
210 11th Street
Ft. Lupton, CO 80621
720-499-9938 - Cell
xjoyx16@yahoo.com

	Objective:  To obtain an entry level position with an established company, utilizing my willingness to learn, strong organizational skills and ability to work on a team.
Skills:  Knowledge of software programs include Microsoft Office; Word, Excel, PowerPoint, QuickBooks; Typing 75 wpm, Point Of Sale Experience, Customer Service, Excellent written and Communication skills, Auto Sells skills and knowledge.
Employment History
Elliott’s Auto & Truck Sales/ Towing/ Auto Parts                 08/12 – Present
· Daily Income Expenses
· Balance cash drawers
· Accounts Receivable
· Towing management
· Auto Sales customer care
· Invoices
Frederick Travel Center	09/10 - 05/11
Cashier
Balance cash drawer
Trendar experience
Stocked, cleaned and basic duties

Famous Dave’s					   07/09 – 9/10
Meet and Greet Customers
Assisted in Catering events
Placed to go orders on the Micro’s and expo food
Trained new employees

Carbon Valley Recreation Center			  06/08 – 7/09  
Supervise and communicate duties to community service workers
Organizing and managing details for events held at the facility
Maintaining and cleaning the facility, closed and secured facility

Storecast Merchandising Corporation			 04/07 – 7/07  
Assisted with the implementation of new items
Represented manufactures in the Albertson’s and King Sooper’s stores
Reset categories in accordance to plan-o-grams to insure proper placement of products
Assisted in all aspects of reset activities both individually and on a team
Education
2002 – 2006, Frederick High School, Frederick Colorado
High School Diploma

Other Skills
Strong organizational and detail-oriented skills
Effectively handle multiple tasks simultaneously
Demonstrate the ability to acquire and apply knowledge rapidly
Independently work with minimal supervision and work effectively on a team
References
References are available on request



