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	OBJECTIVE
	

	
	
	

	
An organized, detail-oriented keyboarder with experience of management alongside a wide variety of computer software and office equipment; while looking to apply my knowledge of word processing, excellent language skills, file management, sales and research skills to a company with long term growth. Customer service savvy, whilst showcasing excellent support, product knowledge and multitasking abilities.


	EDUCATION —
	EXPERIENCE
	

	
	
	

	
High School Diploma: Insight School of Colorado. 2011
Westminster, CO.
College: University of Phoenix. Bachelor’s Degree in Business; Project management.  In Progress 

KEY SKILLS
Customer Service
Administrative Assistant
Training/ Management 
Effective Communication
Time management
Microsoft Office & Outlook Proficiently 
Receiving, purchasing, auditing & accounting 
65 WPM 
Prioritization & Organization
Team building & leading
Data Entry 
Report, processing/ creating/editing 
Sales (B2B, independent consultation, retail) 
Clerical, front desk, receptionist 
Inbound/ outbound calls
Handled money (invoice processing, cash, credit, and check.) 

	January 2020 to Current
Office Manager • Brio. Energy                                                           
Responsible for implementing sales training program for new hires, processed new hire paperwork, orientation, assign company education courses, and resources .Inputting new hire information into company servers and apps, remove inactive individuals, monitor team’s daily, weekly, and monthly metrics, research new methods for continuous training workshops, extensive training becoming product expert, sales, customer service, processed, and entered prospects, Responds and works alongside brand divisional, planning meetings, events, order office supplies, and misc. errands; running town permits to City buildings. 

March 2018 – November 2019  
Receptionist/ Customer Service Representative• Woodward inc.   Front desk duties, Company POC for greeting guests, scheduled visitors, tours, and VIP contacts, contacted their POC, following company wide procedures for foreign nationals and sensitive information, managed inbound calls for company switch board, product knowledge.  Customer support rep; Managed accounts, WIND & Turbine, Company Internal accounts, High volume, fast paced, urgent responsive data entry, Weekly/ monthly reports, Processed purchase orders, repairs, exchanges warranties, field service and quotes, forecast information. Created customer codes, notes, order promising, and demand management.   Administrating support; ordered shop & lobby stock, organized large group of visitors, meeting planning catering ordering. Machining help; deburring cylinders, buffing and quality check prior to shipment, efficient work to assist with past due orders, complied with PPE, machining terminology. 

March 2018 – January 2019 
Administrative Assistant, Data Entry • Front Range Steel                  Administrative assistant & Data Entry Clerk for a steel manufacturing company. Handled inbound calls inquiring about products, transfers to project management and upper management. Received shipment, posted stock to online inventory, accounting codes, building and editing reports, data processing, processed and reviewed inventory and internals, filed electronically and paper filing. Managed time sheets, scheduling, and inventory. Product knowledge and safety information. Typing and editing reports and take offs. 

October 2016- March 2017 
Remote Customer Service Representative • Hilton Worldwide   Remote customer service representative & reservation specialist. Handled high volume in-bound calls, trouble shooting, make reservations, cancel reservations, process payment, & credits, product knowledge (expert), incentive package upsell, abide daily, weekly, and monthly metrics, customer service and sales.
 
March 2016- January 2017 
Front desk receptionist • LaVida Massage                             Receptionist/ front desk for a spa and massage company. Handled inbound/outbound calls, managed cash, check, credit, and deposits. Knowledge of products and services, schedule and cancel appointments, sell memberships to current and new clients, clerical work, cleaning duties, opening and closer duties, store key holder.  
 
August 2014- May 2015
Independent Sales Consultant • Dove Chocolate Discoveries        Direct Sales with consumers through door to door communication, shows, and events, customer service, inputs of orders, in bound and out bound for leads, handling of cash, check, and credits. Knowledge of products, sales training, and managed inventory. 

March 2012 – April 2013 
Assistant Store Manager • The Body Shop                                      Trained employees per company standard, secondary interviews for new hires, opening and closing procedures, store key holder, processed and put together online orders, handling of cash and credit deposits, product knowledge, stock and inventory, organized floor plans, updated floor product and marketing tools, customer service, friendly, helpful, and educated.                                         

       

	

	

	

	
 


	

	

	

	
	

	

	



