Alycia M. Haynes

14414 E. Colorado Drive #204
Aurora, Co 80012
(832) 766-1391    
Alycia.m.Haynes@gmail.com
OBJECTIVE

Seeking a position where my analytical, communication, and customer service skills will increase profitability and maintain client relationships.


SUMMARY OF QUALIFICATIONS

· Outgoing, personable with excellent customer service skills.

· Strong communication skills with the ability to effectively nurture and grow client relationships.

· Ability to work in a team environment.

· Strong analytical and presentation skills.

Proficient in Microsoft (Word, Access, Excel, and PowerPoint), Photoshop, AS400, Avaya Phone Systems, and Opterus.


EDUCATION


Bachelor of Business Administration in Marketing - December 2011

Texas Southern University, Houston, Texas


WORK EXPERIENCE 

LakeShore Staffing (Centura Health) Englewood, CO

Patient Discharge Analyst – 10/2012 – Current
· Ensuring that patients receive their visit summaries in a timely manner.
· Creating Excel and Word spreadsheets to manage and organize patient information for mailings. 

· Assist in keeping the company in accordance with Meaningful Use guidelines.

Retail Concepts Inc., (Sun and Ski Sports), Houston, Texas


Accounting Assistant - 08/2010 – 05/2012
· Help manage accounting to include communicating with vendors/buyers, reviewing account statements, opening incoming mail for the Accounts Payable department and mailing payments.
· Processed and entered EDI and non-EDI invoices for payment
· Assist with routing and shipment issues.

Jennys Little Angels Home Daycare, Missouri City, TX


Director’s Assistant - 02/2009 - 08/2010

· Managed daily operations of the facility and answered telephones.

· Created marketing material, made off-site visits for awareness and to promote services. 

· Oversaw arts and crafts and outdoor activates.


Accomplishments:

· Headed up the marketing activities via Facebook, Craigslist, The Greensheet, street flyers and neighborhood posters, which lead to increased sign-ups averaging 2-5 per month.



Chili’s Bar and Grill, Houston, TX


Server/Hostess- 10/2008-07/2010

· Check with customers to ensure that they are enjoying their meals and take action to correct any problems. 

· Explain how various menu items are prepared by describing ingredients and cooking methods and making recommendations.
· Assist with training new servers, hosts and hostesses.
· Escort customers to their tables and inform customers of daily specials. 

· Remove dishes and glasses from tables or counters. 
