
Jennifer Grebe
	Wheatridge, Co 80033
	303-237-1899
	Jeg0317@comcast.net


Clerical/General Office
Over 10 years of experience working in a variety of job settings organizing, managing and handling administrative duties. Managed and handled cash and sales transactions, kept vehicle maintenance logs, and heavy customer contact in person and over the phone.
Key Qualifications
	· Customer Focused
· Vehicle Logs
· Phone Support

	· Mail Distribution
· Admin Support

· MS Office Proficiency
	· Data Entry
· File Clerk
· Problem Solving


Professional Experience

· Answered phone calls and directed calls to appropriate departments.
· Worked with and comfortable with Microsoft Office products.
· Handled daily closing books for a major fast food franchise in a shift management position.
· Operated POS cash register machines and processed exchanges and returns.
· Sorted and routed incoming mail for distribution to various departments.
· Performed general office duties, operated office machines. 
· Computed, and recorded data and other information into log sheets for inventory management.
· Pleasantly handled customer complaints and resolved issues with customers in person and over the phone.
· Record keeping gas logs, oil changes, safety inspections, etc for work vehicles.
Employment History
Exempla Health Care-Denver, Co                                                                        08/2009-Present
Dishroom Technician
· Manage temperature log sheets for recording temperatures of industrial equipment.
· Organize kitchen supplies in a neat, orderly and detailed manner.
Denver Post-Denver, CO                                                                                       02/1996-Present
Newspaper Distributor
· Planned and managed routes for distribution of daily newspapers.
· Keep and manage records pertaining to customers and vehicle expenses.

· Work in a variety of weather conditions to insure customer satisfaction.
Tool King-Lakewood, CO                                                                                     07/2007-06/2009
Cashier/Stocker

· Operated point of sale register machines and cash handling including reconciling and 
preparing for bank deposits.

· Question customers and made recommendations of stocked products based on customer need.
Mountain Stationary Company-Lakewood, Co                                                    10/1999-11/2006                                                                       
Delivery Technician
· Packaged orders and managed the routes for daily deliveries of office supplies.
· Delivered office supply orders to customers.
Certification
Wheat Ridge High School diploma 1986
Enrolled in accounting program Arapahoe community college

ServSafe Certification-12/2011

