Kelcey Johnson                                                                                             (720) 364-1681
701 Arapahoe Ave. #108                                                                   kelceyj11@gmail.com
Boulder, CO 80302
Experience:
Cherry Creek Pediatrics:

(303) 756-0101

Denver, CO
May 2008 – September 2008

Receptionist

· Answered phones, greeted patients, and conducted clerical work.
· Made patient appointments and offered support for nurses and doctors.
· Dealt with patients, their parents, and insurance information.
Boulder Country Club:

(303) 530-4600

Boulder, CO 
September 2008 – September 2010
Server
· Worked as a cocktail waitress, did synchronized service, and tray passing at functions (included holiday banquets, weddings, birthdays, etc).
· Helped set up and break down the space for these functions.

· Waited on tables in the casual dining grille, did expo, and built relationships with the club members.
· Waited on tables in the fireside dining room, with a more elegant ambiance, changing menu and extensive wine list.
· Learned about the extensive wine list and completed wine class monthly.
· Handled transactions on a POS, cleaned and closed the dining room.
Rag’s Consignment:

Boulder, CO

October 2009 – January 2011

Team Member

· Consigned, steamed, tagged and prepared clothes to go out on the floor.
· Entered account information into our inventory system.
· Rang customers up using our POS system and handled transactions.
· Greeted every customer, answered phones and made sure every shopper had everything they needed to enjoy the store.
Starr’s Clothing Company:
(303) 442-3056

January 2011 – May 2011
Sales Associate
· Sales oriented position.
· Providing excellent customer service in order to establish relationship-based selling.
· Answer phones, handle transactions on POS system, keep the store clean and the merchandise looking good.
Law Office of Michael Miner:
(303) 447-2055

June 2011 – Present

Assistant to Michael Miner

· Answer phones on a multi-line system, transcribe messages, and communicate with clients.
· Handle all the accounting for the business (MMDM, LLC).
· File legal documents with the Court.
· Organize and maintain an intricate filing system.
The Denver Bartenders:
July 2011 – Present

Assistant Bartender

· Assisting bartenders at special events (e.g. weddings, private parties, etc.)
· Food service and tray passing at events where it is required
Education:

St. Mary’s Academy High School

Denver, CO 

2003 – 2007

University of Colorado, Bachelor’s Degree in Psychology, with a Minor in Business

Boulder, CO

2007 – 2011 
Additional Skills:

I’ve been involved in organized sports, Gamma Phi Beta sorority, community service, babysitting and house sitting, all while maintaining a 3.0 GPA in high school and in college.  In all of these experiences, along with my previous work experience, I’ve utilized many useful traits: I learn quickly, work well in groups, take criticism well, I’m organized, friendly, passionate, dedicated, genuine, caring, responsible, willing to take on challenges, good at prioritizing and managing my time, easy to work with, flexible and respectful. 
