Chelsea Gavin
3008 South Xenia Court
Denver, CO 80231
H:303-745-2881 M:720-987-1244  
chels_act@yahoo.com
PROFESSIONAL EXPERIENCE 
FedEx Ground
Englewood, CO
Position: Package Handler (March 2009 - August 2010)
* Responsibilities included repairing damaged packages, loading packages into the delivery trucks, and ensuring all packages are scanned.
 
[bookmark: _GoBack]Position: Operations Administrator (August 2010 - Present)
* Determine damaged packages. Responsibilities included either repairing damaged package and/or fill out damage report for customer.
* Calling customers for the correct shipping address to insure package goes to correct location, or providing location for customer to pick up packages.
* Accurately inputting data for international and hazmat( hazardous material) packages, and faxing daily report to main FedEx headquarters.
 Echo Star: Dish Network
Littleton, CO
Position: Customer Service Rep (March 2011 - July 2012)
* Also responsible for adding or removing programming on accounts which increases or decreases company’s revenue.
* Provides technical and billing support to customers, and handles sensitive data like social security numbers, and billing information. 
* Responsible for creating tech appointments and open and closing work orders on the accounts. 
Aramark: Rocky Mountain Bar and Grill
Denver, CO
Position: Hostess/Server (March 2011- December 2011)
* Duties included welcoming and assigning customers to available seating in the restaurant, handling reservations, and taking orders.
* Display knowledge of the food menu, wine & liquor menu, ingredients in specialty drinks, and liquor laws.
* Interact with the customers directly and quickly in a manner which promotes the highest level of customer service.
Denver Election Commission
Denver, CO
Position: Administrative Assistant (January 2008 - December 2010)
* Supervised the ballot processing team of 15 to 20 employees. Was in charge of making sure the ballots were alphabetically categorized, or numerically organized.
* Performed administrative duties including data entry, copy and editing, and creating excel reports to show our progress in the election commission
* Handled calls from both registered and unregistered voters, provided information on dates of elections, locations to vote, and how to properly fill out ballot.

EDUCATION
Colorado Film School Denver, CO
Writing/Producing Candidate, May 2011- Present

ADDITIONAL SKILLS
* Skilled in Microsoft Office (Word, Works, Excel, PowerPoint)
* Type 75 wpm and can handle multiple phone lines. 10 key by touch.
* Has good marketing and communications skills able to not only listen to instructions but retain information and follow through with said information, this includes good written and verbal presentation skills
 

