
	

Naomi A. Gerics	810-240-3548
409 N. Sherwood St., Fort Collins, CO 80521	naominikkig@gmail.com
	Summary

	Seeking a new opportunity in Colorado where I will be able to utilize my strong organizational skills, educational background and ability to work well with people. This will allow me to grow both personally and professionally, I am able to work both independently and as a collaborative team member. I wish to work in a professional environment dedicated to superior service, whose corporate cultivates company and individual advancement.

	Skills and Strengths
· Management of employees, including hiring, scheduling, payroll and orientating/training in procedures and policies
· Contributed to the improvement of operations and customer service
· Responsible for inventory management including stock levels and cost and profit analysis
· Development and implementation of sales programs and promotions
· Maintain customer database to improve tracking, reporting and customer service
· Ability to prepare appropriately for seasonal functions and marketing
· Coordinated with various staff for operational support activities of the unit, served as a liaison between departments in the resolution of day-to-day operational problems
· Able to effectively communicate and manage projects through electronic communication methods
· Provided administrative support for various departments including answering phones, assisting clients and resolving a variety of problems and inquiries 
· Scheduled and coordinated seminars, meetings, interviews, appointments, events and other activities for supervisors, including travel and lodging arrangements
· Experienced multi-tasking in a fast-paced environment, while maintaining an emphasis on quality
· Record of positive feedback from both superiors and clients regarding service provided
· Consistent presentation of a professional image, both on the phone and in person
· Computer literate along with familiarity with most office software and typical equipment
· Knowledge of HIPPA requirements along with client confidentiality
· Experienced with POS (point of sale) systems, FOH (front of house) and BOH (back of house) operations

	Work History

	Co-owner/Cert. Personal Trainer
	Kore Fitness                                  Clio, MI 48420
	2008-2013

	Shift Mgr./Lead Bartender
	DV Diamond Club, Déjà Vu Corp. Flint, MI 48503
	2012-2013

	Customer Service M.I.T
	Gardner-White Furniture         Warren, MI 48092
	2012

	Set Mgr./
Photographer
	Qualex Inc.
Durham, NC 27703
	2009-2011
(seasonal)

	Cert. Personal Trainer
	Planet Fitness
Burton, MI 48509
	2011

	
	

	

	Govt. Cert. Tax Preparer
	Liberty Tax, Sekelsky Tax Service
Mt. Morris, MI 48458 
	2010-2011
(seasonal)

	Cert. Personal Trainer
	Fitness USA
Flint, MI 48506
	2008-2010

	Lead Bartender
	The Cloverleaf Inn
Clio, MI 48420
	2008-2009

	Chiro. Asst./ Front Desk Mgr.
	Paschket Chiropractic Clinic
Flushing, MI 48433
	2005-2007

	Mortgage Processor
	Ross Mortgage
Grand Blanc, MI 48439
	2004-2005

	Asst. Mgr./ Bartender
	The Pines
Owosso, MI 48867
	2001-2005

	Asst. Mgr./ Bartender


Volunteer Work
	Midwest Entertainment
Flint, MI 48501
	1993-2001,2012

	Cheer Coach
	Clio Youth Sports Complex
Clio, MI 48420
	2008-2012

	Education

	Business Management
	 	C.S. Mott Comm. College
Flint, MI 48503
	E.G.D.-2014
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	Certifications

	Govt. Cert. Tax Preparer
	I.R.S.
	2010-2011

	Cert. Personal Trainer
	A.S.F.A.
	2008-2012

	Alcohol Management
	T.A.M.
	Exp. 2016
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