 
Melissa Kendall
16199 Green Valley Ranch Blvd.
Apartment 4013 Denver, CO 80239
678-481-3053
Missa30101@gmail.com
To whom it may concern,

I recently relocated to Denver, Colorado with the hopes of starting my life in a promising career. During this process, I have taken interest in your compqny. After doing research into the mission statement, history of your company, and the description of the position, I feel I would be a wonderful addition. In August 2011, I graduated with my bachelor’s degree in Business Management. I hope to start my career within the business atmosphere. I have experience within the administrative/clerical, sales, education, and management fields and have found a love as well as a passion for each and every one for different reasons. 
As an employee at your company I would be very useful in any business situation. I am a very quick learner that implements trainings, coaching and new practices immediately and effectively. I am an amazing teacher and trainer which these traits are necessary when helping team mates and making sure the process, procedures and inner workings of the company are performed correctly and effectively. I can step up and be a good leader that is fair and makes sure things are done right and on time but I can also follow, listen to directions and instruction, while possessing a constant team player attitude. I am very friendly and can get along with most people quickly; finding it easy to gain rapport with a large variety of individuals with different personalities, cultures, and backgrounds. My communication and interpersonal skills are advanced and I have a large amount of experience of communicating with others within a professional setting. I am a very hard worker and am always willing to go over and beyond anything that is asked of me. I am a dedicated driven individual that excels at multitasking, organizing, and various other office skills. I am very observant and notice things others may not. My computer knowledge and software knowledge is advanced and I am very active in new technology. I will be a beneficial addition to any company.
	I truly hope that I can be the newest addition to your company and thank you for your time.  I look forward to hearing from you soon.

Sincerely,
Melissa Kendall

 


Melissa Kendall
16199 Green Valley Ranch Blvd. 
Apartment 4013 Denver, CO 80239
678 481 3053 • missa30101@gmail.com


OBJECTIVE  
To obtain a Business, medical, administrative, or human resources position that will utilize my strong work ethics, ability to learn quickly, and organizational and time management skills, as well as my education. 


PROFESSIONAL EXPERIENCE  
Ashford University/Bridgepoint Education- Denver, Colorado					2011-present
Admissions Counselor/Administrative Assistant
· Actively enroll and retain students
· Qualify students for Financial aid and Admissibility into the University
· Create Effective Daily call strategies for a team of 13 to guide, organize, and create success within enrolling and retaining students
· Attend trainings in order to train my team of new practices and more effective ways of completing tasks
· Create documents from trainings and other important documents to inform team members and so they implement training. 
· Mentor new trainees as well and newer team members in order to create success.
· Act as direct administrative/executive assistant to manger and director at all times. 
· Create schedule for manager and director on a day to day basis.
· Schedule trips, meetings, trainings and other activates for managers.
· Create excel spreadsheets with budget and various data for managers.


Sunbrook Academy - Acworth, Georgia								2007-2010
Teacher/ Closing Manager
· Director/Owners Executive Assistant.
· Assisted in Front office duties including filing, data and information entry, copying, greeting customers, as well as other common receptionist and front office duties.
· Manage all closers and assist in cleaning and disinfecting rooms, hallways, kitchen, and all toys.
· Create and Follow daily lesson plans with children
· Watch children ensure their safety and happiness while teaching them moral and ethical standards as well and educational material.
· Cook meals and prepare snacks for children 
· Checking to be sure job duties for closing were all completed by assigned personnel and giving corrective action if necessary.


Best Buy - Acworth, Georgia 									2006-2008
Media Representative/ Customer Service Supervisor
· Organize movies and CDs to create interest points to boost sales
· Run cash register (Check out and Returns)
· Set up cash registers in the morning or remove at night
· Do the money count when stocking and unloading cash registers
· Clean and stock shelves while organizing
· Inventory of product and ordering products
· Repackage open items 
· Loss prevention and security






EDUCATION  
Associate of Arts in Business Administration 							March 2010
American InterContinental University 								Hoffman Estates, IL
· Concentration: Medical Billing and Coding
· GPA: 3.74
Bachelors of Arts in Business Administration 							August 2011
American InterContinental University 								Hoffman Estates, IL
· Concentration: Business Management
· GPA: 3.46
· 
HONORS AND AWARDS  
· Earned Dean’s List honors at American InterContinental University in both degree programs


SKILLS / STRENGTHS  
Technical Skills
· Advanced Microsoft Excel, Microsoft PowerPoint, and Microsoft Word skills, including MS Office 2007 and MS Office 2010.
· Microsoft Outlook
· Adobe Reader 9
· Ability to type 85 words per minute
· Data entry 

Organizational Skills
· Served as group leader in college group projects in and received excellent grades on all of the assignments.
· Consistent in making sure all tasks and projects are done in the time frame that they must be completed in. 
· Always punctual and am more than willing to work longer than scheduled to complete a task. 
· Ensure that all duties are done in a well-organized manner on or before assigned completion time.
· Utilize business ethics every day and always strive to do what is right. Ensure fairness and if someone needs help, follow up to see that they receive it from the appropriate person.

COMMUNITY / VOLUNTEER ACTIVITIES  

· Relay for Life/ American Cancer Association





















REFRENCES:

Nichole Staggs
Ashford University
Co-worker
Phone: 720-514-2564

Kenneth Novander
Ashford University
Manager
Phone: 847-951-3701

Jeremiah Johnson
Ashford University
Supervisor
Phone: 720-272-4663

Jen Williams
Sunbrook Academy 
Previous Manager
Phone: 770-529-5200

Courtney Jessop
Nurse Practitioner’s Office
Friend/Previous Co-worker
678-787-9898

Carl Gustfason
Ashford University
Manager
Phone: 619-871-5004

