	Morgan Lawrence

	3421 W 95th Ave Westminster, CO 80031 (720) 365-5106 m_k_lawrence@hotmail.com


	Experience
	Bakery Assistant-Sanitation

06/2012-09/2012     Costco, Westminster, CO     

· Followed all food and safety procedures while baking, cleaning, and stocking baked goods.

Delivery Driver & Shift Manager

02/2012-06/2012 & 04/2012-06/2012     Pizza Hut, Westminster, CO 

Manager Orientation Training 04/2012

· Provide excellent customer service while delivering in a timely manner, give change when needed; assist with any preparation, cooking, cleaning, and answer phones while in the store. 

Bakery Wrapper (Seasonal)

10/2011-01/2012     Costco, Westminster, CO     

· Followed all food and safety procedures while baking, wrapping, and stocking baked goods.

Sales Associate

01/2010-09/2010     Massage Envy, Arvada, CO     

Sales Training 03/2010

· Scheduled appointments on multi-line phone, any client transactions, filed client files, sold products and services.

	
	Customer Service Representative

07/2009-12/2009     Dish Network, Thornton, CO     

· Assisted customers’ in a timely manner with billing and payment needs.

· Sold products and services; overcame objections by being knowledgeable about products and services.

· Responsible for providing solutions that create loyalty and save customers’ that want to disconnect their service.

	
	Senior Customer Service Representative-Contract through USPS

06/2008-05/2009     Convergys, Denver, CO     

· Assisted customers in tracking packages; provided information on claims for packages.

· Provided information on products and services offered.

· Filed complaints for customers about products and services.

	
	Administrative Assistant     

08/2007-03/2008     Comfort Air Distributing, Denver, CO     

· Answered multi-line phone for four offices; directed calls to correct department.

· Assisted with payroll, recorded vacation and sick time in time clock software.

· Finished end of month reports in a timely manner using Microsoft Excel and Access.

	Education
	Part-time Student

08/2010-Present     Front Range Community College, Westminster Campus

· Paralegal Certificate

	
	


