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	Objective

	
Administrative support professional offering versatile office management skills and proficiency in Microsoft Office programs. Strong planner and problem solver who readily adapts to change, works independently and exceeds expectations. Committed to superior client service and work professionally with individuals at all levels. Detail-oriented and resourceful in completing projects; able to multi-task effectively with minimal supervision.

	Experience

	04/2011- 09/2012
	Wal-Mart 
	Broomfield, CO

	Hardware Sales Associate 
Customer Service; assisted customers in store and on telephone 
Prepared all paint to color customer selected
Stocked and organized product 
· Performed Cashier duties 

	

	5/2007-1/2011
	Read Architectural Products, LLC 
	Lewisville, TX

	Administrative Assistant
Entrusted to manage office in the supervisor’s absence
Handled multifaceted tasks (e.g., data entry, filing, records management and billing)
Maintained Project database
· Communicated effectively with multiple departments to plan meetings
· Prepare bid packages to clients
· Provided timely, courteous and knowledgeable response to information requests
· Prepared official correspondence
· Screened and transferred calls
· Coordinated travel arrangements

	

	7/2005 – 5/2007
	Homestead Studio Suites
	Dallas, TX

	Front Desk Clerk
Greeted guests 
Registered and assisted walk-in guests and online customers 
Handled all in coming and guests calls 
Prepared guests packets for current day’s check-ins 
Overlooked continental breakfast area
Assisted customers in all inquiries in connection with hotel services, in-house events, directions, local attractions, and safety boxes
Reviewed reservations to ensure accurate billing and payments
Conferred with previous shift personnel 


	

	
Education

	01/2012-Present
	Front Range Community College
	Westminster, CO

	
Basic Course Work 

	Skills



· Microsoft
· Office management
· Records management 
· Spreadsheets/Reports
· Event Management
· Calendaring 
· Executive Support 

