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Paige Johnson 
5851 Pierce Street # 302, Arvada, CO 80003
720-625-0426
Paige.johnson20@yahoo.com
	Professional Profile

	Dedicated and focused Administrative Assistant who excels at prioritizing, completing multiple tasks simultaneously and following through to achieve project goals. I am seeking a role of increased responsibility and authority.

	Self-Starter
Microsoft Office Proficiency
Meticulous attention to detail
Results-Oriented
Time Management
	Professional, Mature, Patient
Dedicated Team Player
Strong Interpersonal Skills
Proof Reading
Mail Management

	Professional Experience

	Europtics Inc, Denver, CO
Optician
February 2012 – July 2013
Responsibilities:
Examine written prescriptions to determine the specifications of lenses.
Recommend frames, lenses and coatings based on customers prescription, occupation, habits and features.
Made Copies, sent faxes and handed all incoming and outgoing correspondence for the company’s e-commerce business. Organized files, developed spreadsheets, faxed reports and scanned documents related to eOptics.com.
Received and screened a high volume of internal and external communications, including email and mail related to company. Managed daily office operations for eOptics.com.


	Ameristar Casino Resort Spa, Black Hawk, CO
Rooms Controller
July 2009 – May 2010
Responsibilities:
Managed daily operations of 536 rooms.
Facilitated working relationships with co-tenants, building management, housekeeping and maintenance.
Managed daily office operations and maintenance of equipment.
Received and screened a high volume of internal and external communications, increased volume and loyalty to casino by attracting new players and building one-on-one relationships.




	Century Casino, Central City, CO
Server
June 2007 – May 2009



	Education

	Colorado Technical University, Colorado Springs, CO
Associate of Science    Business Administration; Management
December 2010

	References

	Ryan Hart    (609)-214-7170
Nathon Johnson   (720)-385-8887
Estee Brown   (720)-456-8157
Shane Madsen   (303)-981-7242
Lisa Kennedy   (303)-582-1557 H
                          (303)-807-4225 C
Sonyay Carver  (720)-360-2510
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