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Objective

To use my excellent customer service skills, organizational skills and previous office experience to successfully integrate into an administrative or office assistant position.
Qualifications

· Experience in both fast and slow paced offices.
· Experience in a front desk/ receptionist position.

· Terrific organizational skills and multi tasking abilities.

· Friendly, outgoing and helpful personality.

· Willingness to learn and ability to do so quickly.

· Familiarity with Quickbooks and Microsoft Office programs including Word, Powerpoint, Outlook and Excel. 
Education

2011  
AA, Business Management & Marketing, Front Range CC

2003
Diploma, Massage Therapy Practitioner, CLN/ YTI
2002
Diploma, Graphic Communications, CPAVTS

2002
Diploma, Cumberland Valley HS

Related Work Experience

2003 - Present

Massage Therapist, Self Employed
· Assist with front desk duties such as booking appointments, answering phones and accepting payments.

· Keep proper paperwork and information confidential and secure.

· Seek out new clients, maintain existing ones.

· Work with client to assemble a therapy plan that will best help them.
Reason for leaving: Looking for a career change.
Shipping & Receiving Administrator, DanceCheer.Net
· Fulfill outbound orders and schedule for shipment.

· Check inbound shipments for accuracy and damage.

· Compose customer confirmation e-mails including tracking numbers.

· Process all returns and exchanges.

· Order and stock packing supplies as needed.

· Customer service and data entry of orders as needed.

· Ability to work in a fast paced, hectic atmosphere during rush times.

Reason for leaving: Temporary position.

Inpatient Access Associate, Hershey Medical Center
· Collect patient information and accurately enter data in computer.

· Insurance verification and payments.

· Ability to work in a high stress, very demanding atmosphere.

· Excellent multi tasking and organizational skills needed.

· Ability to handle confidential information and paperwork in proper manner.

· Complete training program, company specific computer programs.

Reason for leaving: I moved to Colorado.

Administrative Assistant / CSR, Staff Mark


(General Mills & New World Pasta locations)
· Run daily reports, data entry into computer.

· Inventory tracking and locating.

· Maximizing inventory space by combining partially empty picking areas.

· Sign truck drivers in / out, process paperwork and assign seals as needed.

· Microsoft Office programs including Excel, Access, Word.

· General office duties including multi line phone system, faxing, filing, etc.

Reason for leaving: This was a temporary position, I completed my assignment.
Other Work Experience
Customer Service Representative, Inkworks
· Provide customer service, including anticipating customer needs, suggesting alternatives and problem solving, and ability to satisfy those needs with a minimum amount of supervision.
· Take customer orders, give pricing information, perform consultative selling to customers. 

· Perform multiple tasks at the same time & troubleshoot routine equipment problems.

· Set priorities of customer projects. Collate, sort and organize customer orders.

· Operate photocopy, binding and other equipment, operate register, data entry of new client information. 

· Follows copying protocol (copyright law, confidentiality, and careful handling of original documents).

· Maintain filing system, ensure business has necessary supplies, equipment and inventory.
Reason for leaving: Relocated to Denver.
Assistant Manager, Spencer’s
· Oversee crew of 5 - 8 team members.

· Cash handling and register operation.

· Meet daily sales goals and push item counts.

· Complete daily paperwork and communications.

· Instruct crew to assist with floor moves and plan-o-grams.

· Inventory control / loss prevention.

Reason for leaving: Did not want to work in a retail environment anymore.
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Londyn Barrett, Acquaintance & Former Co-Worker


Cell: (720) 810-7918

Ami Mitchell, Former Manager


Cell: (720) 936-4138

Dee Cooley, Former Co-Worker


Cell: (303) 513-2325


Phone: (970) 330-2236

Carla Stephens, Former Manager


Phone: (717) 492-4182

Jennifer Barninger, Acquaintance


Cell: (717) 460-0236

