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EDUCATION

· Gonzaga University, Spokane, Washington

                                    BA Anticipated May 2013

Major: English Writing Track, 3.0 GPA

WORK EXPERIENCE 

· Gonzaga University Student Publication, Reflection Journal




 2010-2012

Spokane, Washington

-Oversaw all literary and art selections, contacted authors concerning receiving submissions, as well as accepting and rejecting submissions

-Work with printers to receive pricing bids, editor proofs, and production

-Produced one thousand stunning copies of the eighty-three page journal within budget

· HF Bar Ranch, Member of Office Management Team                  Summers of 2008, 2009, 2010, 2011

Saddlestring, Wyoming

 

-Establish and maintain guest billing

-Work with department heads in effort to maximize efficiency of all guest and ranch services

-Coordinate reservations and cabin assignments through phone, email, and face-to-face contact

-Oversee outdoor activities including but not limited to horseback riding, sporting clays, group hikes, fly fishing, and the children’s program activities

-Displayed leadership, flexibility, resourcefulness and ability to fit into any position when needed

· Deerfield Gallery & Café, Buffalo, Wyoming


                                     2006-2009

-Ordered and displayed inventory in an appealing manner

-Provided cheerful customer service when assisting customers with beverages or art

-Organized events such as dinners, small festivals, and political open houses as well as a weekly jazz night

· The Buffalo Theater, Buffalo, Wyoming





             2006-2008

-Assisted customers with concession needs

-Preformed custodial duties

SKILLS

Practiced in phone etiquette, M.A.S.T. certified, customer services and relations, Teaching English as a Second Language certified, Quick Books Pro 2009, on the spot problem solving

REFRENCES

· Advisor of the Reflection Journal, Jeff Dodd (509) 994-0966, dodd@gonzaga.edu

· HF Bar Ranch Owner, Deerfield Gallery & Café Owner, Margi Schroth (307) 684-2487

mschroth@wyoming.com 

· Manager at the HF Bar Ranch, Jamie Ringley (307) 684-2487, fringley@wyoming.com

