Jessica Hartz
13163 Hadar Drive 
Littleton, Colorado 80124
Cell: 720.440.1029
Home: 303.708.9414
jessica_m_hartz@yahoo.com

EMPLOYMENT HISTORY:


Mincom Inc.: 9/19/2011- 9/30/2011
Temporary Receptionist

American Income Life Insurance Company: March 2011- July 2011
Customer Service Representative 

Macy’s: March 2011- July 2011
Cosmetics: Lancome Counter

Subway: January 2010- February 2011
Sandwich Artist

Sbarro: August 2009- November 2009
Crew Member

Maggie Moos Ice Cream: August 2007- October 2007
Crew Member

SUMMARY
Experience making calls on a daily basis to many customers ensuring they are satisfied with their product previously purchased, as well as inform them of new products.
Has previous experience in customer service as the number one focus. 
Along with customer service, food preparation was also a main job as well as maintaining store excellence and upkeep with cleaning.
Building a good relationship with customers was also a main focus, to make sure they felt comfortable when ordering them food, to keep them coming back.
Maintaining store compliance was also a main factor with each previous job.
Maintained detailed log of food temperatures to ensure quality, freshness & meet Food & Safety requirements. 
Also responsible to maintain amount of money in cash register as well as the safe during every shift. 
Answer and transfer any calls throughout office
Review all expenses from employees travels
Stock employee kitchen throughout week
Order supplies as well as food and coffee for kitchen
Submit requests to building manager
Fax, FedEx, Mail any documents or packages either domestic or internationally
Send and receive emails throughout the office as well as other offices worldwide
Distribute mail throughout office
Handle any tasks received from the President's Executive Assistant 

Knowladge of POS system as well as handling money in cash register. 

KEY ACCOMPLISHMENTS

Awarded for excellence in vocal performance
Lettered in both theatre in choir three years in a row
Participated in an Improv comedy tournament
Received customer feedback regarding excellent customer service


EDUCATION:

Highlands Ranch High School
Arapahoe Community College- Online 

REFERENCES:

Rita Norris: Mincom-Supervisor: 303-446-9000

Cassie Moravitz: Subway-Supervisor: 303-995-5275

Anthony Harmening: Subway- Co-worker: 720-210-7979

Kathy Barone: Mincom-Accounting: 303-446-9000

