Ashley Gumz
172 Juniper Heights RD
Golden, CO, 80403
636-284-1558
pzionivy@gmail.com

Objective
· To acquire a position in the customer service department

Abilities
· Excellent written and verbal communication skills
· Productive in a high volume, high stress, environment
· Productive in the use of Microsoft Word and Internet
· Type up to 25wpm

Employment History
FatBol Clothing
Eureka, CA
January 2012 – September 2010

Bookkeeper/Secretary
· Answered Phones and set appointments
· Handled inventory of clothing
· Paid bills and filed invoices
ArtDimensions
St. Louis, MO
March 2011 – October 2011

Bookkeeper/Secretary
· RAC (Regional Arts Commission) Grant writing
· Answered phones and paid bills
· Verbal transcriber and editor for autobiography 
· Filing and organizing 
TNT Glass
St. Louis, MO
January 2007 – April 2010

Sales/Assistant Manager
· Sales and inventory
· [bookmark: _GoBack]Customer relations
· Ordered merchandise



