Gayle A. Johnston
13310 W. 69th Place
Arvada, CO 80004
zoeyclaire@aol.com
303-720-1593

OBJECTIVE

[bookmark: _GoBack]Office Manager offering versatile office management skills. Strong planner and problem solver who readily adapts to change, works independently and exceeds expectations. Able to juggle multiple priorities and meet tight deadlines without compromising quality.

WORK EXPERIENCE

Office Manager
02/2011 – Present, Front Range Surgical Associates
      •   Team Player
      •   Excellent phone skills, answer multi line telephones in a professional manner
      •   Solid customer service skills and organization skills
      •   Vigorous attention to detail 
      •   Schedule Management
      •   Maintain office supply inventory
      •   Records Management
      •   EMR – scanning
      •   Neat and orderly office environment
•   Discretion
•   Ability and desire to learn


Office Manager
10/2007 – 02/2009, Dryer Vent Wizard, Arvada, Colorado
Strong written communication skills
Capability to handle multiple tasks  
Maintain long-term relationships and trust
Demonstrate the ability to interact with customers from diverse cultures and backgrounds
Calculate monthly royalty reports
Creative and innovative problem solver
Advanced computer skills
Strong leadership
Motivate and direct others
Friendly and easy to work with




AdSet
6/2008 – 4/2012, Kohl’s, Arvada, Colorado
 Aggressive attention to detail
 Team player
 Ability to work independently and get the job done

Real Estate
10/2003 – 10/2007, Coldwell Banker, Broomfield, Colorado

Interior Design
01/1995 – 10/2000, Gracious Living, South Africa  

     

EDUCATION:
Pima Medical Institute, Colorado                                                                 09/2010 - 03/2011
ACI Real Estate Academy, Colorado                                                             09/2003 - 10/2003
Sheffield School of Interior Design, New York                                           10/1996 - 06/1998
Marketing, Cape Peninsula University of Technology, South Africa     01/1992 - 12/1995




