	 Heather Grover

Golden, CO 80401

scottflower@earthlink.net
Employment Desired: Front Desk, Clerical, Office Assistant, Receptionist

Certificates: The Effective Receptionist; Crowd Management; Basic Safety Training

Skills: 50+ WPM; Multi-line phone; Microsoft Word, Excel, Powerpoint, Outlook; Intercultural relations; Customer Service; Data-Entry



	 Flow Team

11/2012-01/2013 Target

Moved merchandise off truck and onto floor 

Receptionist

7/2009-11/2011 Mercy Ships

· Receptionist on board the hospital ship, the M/V Africa Mercy in West Africa

· Reception duties (phones, Microsoft outlook,, data-entry, answering questions)

· Embarking, disembarking crew, handled keys, money, and passports

· Watched the fire panel, security cameras, radios, emergency phone         

Mark-Down Employee

9/2008-7/2009 Burlington Coat Factory

· Searched for and marked down merchandise on sale

Summer Hire

6/2006 - 8/2006 American Embassy in Oslo, Norway

·          Secretary for maintenance Division

6/2005 – 8/2005  American Embassy, Oslo Norway

·         Clerk in American Citizen Services in Consular Offices

6/2003 – 8/2003 American Embassy Paris, France

·          Clerk in visa section of Consular Offices



	Unique Qualities: 

· Traveled to 23 countries

· Went to school in Paris for 1 year

· Write fiction as a Hobby

For references please contact.


