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Allison K. Lewis
22959 E. Smoky Hill Road Apt K103
Aurora, Colorado 80015
Phone (Cell): 229-854-2059 
Email: Lewis_aking@yahoo.com 



Energetic leader, team-builder, and skillful communicator with over five years experience in office management, accounting, and customer service. Self-motivated individual who can multi-task effectively in a fast paced environment.



Industry Experience

Global Collision                                                                                                                                09/2009 – 03/2013 
Aurora, CO                                                                        
	 
Office Manager   										
		
· Inputted invoices for appropriate documentation and approval prior to payment.
· Managed end of the month final billed sales report in QuickBooks and Excel.           
· Reviewed and reconciled supplier statements.
· Managed multiple tasks/projects and deadlines simultaneously.
· Displayed high character and a strong work ethic.
·    Developed, organized, and maintained corporate filing system.


Enterprise Rent-A-Car
Atlanta, GA
                                                                                                                                                            06/2006 – 09/2009 
Assistant Manager			       				

· Increased monthly sales by 15% at local branch. 
· Improved customer service ratings at three different branch locations.
· Awarded for most car insurance sales and corporate accounts for three consecutive months.
	 Organized weekly schedules and calendars for upcoming events.
·  Managed monthly staff meetings to go over goals and expectations
	  Resolved customer discrepancies.








Education and Credentials

 Bachelor’s of Science Degree – Marketing
Albany State University (3.4 GPA) 

Computer skills include Microsoft Office (Word, Excel, PowerPoint, and Outlook).





