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QUALIFICATIONS
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· Outstanding Telephone Etiquette
PROFESSIONAL EXPERIENCE
July 2014–March 2015		 Frontier Airlines						Denver, CO
Reservations Agent
· Processing new and modified reservations over the phone via computer terminal. 
· Resolve problems by clarifying the customer’s issue, explaining the solution to solve the problem; expediting correction or adjustment, following up to ensure resolution.
· Inform passengers of essential travel information, transportation connections, medical and visa requirements. 
November 2013–July 2014	  	UPS							Commerce City, CO
Customer Service Associate
· Check shipping addresses, perform packaging quality inspections and complete sales transactions for shipping. 
· Package tracking, package processing and daily records accounting.
· Lifting, lowering and sliding packages that typically weigh 20 - 35 lbs. and may weigh up to 120 lbs.
May 2013–November 2013		Baker St Pub				    	         Greenwood Village, CO
Server
· Worked in coordination with other departments to ensure that customers get quality service and satisfaction.
· Routinely manage 6-table section on busy Friday and Saturday night shifts. 
· Prepares the tables, laying out napkins and utensils, making sure the condiments are refilled.
August 2012–May 2013		Olive Garden							Denver, CO
Server
· Maintaining proper dining experience, fulfilling customer needs, offering desserts and drinks, removing courses, replenishing utensils, refilling glasses.
· Conducted a final check for food appearance, temperature, portion size and deliver food orders in a timely fashion.   
· Answer questions about cooking methods, menu items, specials and prices.
 January 2010–July 2010		Southern Wine & Spirits					Denver, CO
Pricing Coordinator
· Negotiate pricing with vendors, decreasing monthly costs by $75,000 per year.
· Manage annual recommendations for end of fiscal year budgets.
· Create and maintain up to 100 reports for sales and managers.   
October 2009–January 2010		Southern Wine & Spirits					Denver, CO
Customer Service Rep
· Effectively handled customer complaints, orders and special requests; documenting actions.
· Data entry skills, analyzing customer profile and history, combining ordered products to promote specials.
· Formulated an organized list of discounts per item, decreasing call times by 5%.  

April 2009–October 2009		Southern Wine & Spirits					Denver, CO
Executive Assistant
· Overseeing orders with discounted products prior to releasing; coordinate with management and staff, as well as outside clients and vendors.
· Developed marketing flyers for accounts, project coordination; utilizing great interpersonal communication.
August 2007–March 2009		Transwest GMC					        Henderson, CO
Receptionist
· Greeted and directed guests in an enthusiastic, warm and well-spoken manner.
· Coordinate transportation of newly purchased vehicles from auctions to dealership.
· Responsible for answering all incoming calls while managing daily office operations such as filling, scanning and faxing.
February 2006–August 2007		Johnson Auto Plaza					           Brighton, CO
Receptionist/Service Cashier
· Count money in cash drawers at the beginning and end of shifts to ensure that amounts are correct and that there is adequate change.
· Issue receipts, refunds, credits, or change due to customers.
· Calculate total payments received during a time period, and reconcile this with total sales.


EDUCATION AND PROFESSIONAL CERTIFICATIONS
2010 Microsoft Access 2007 Level 1	Denver, CO
2010 Court of Master Sommeliers	Denver, CO
2007-2008	University of Northern Colorado	Greeley, CO
Continued B.A., Sign Language Interpreting.
2004-2007	Front Range Community College	Longmont, CO
Associates Degree, General Studies.
2004-2006	Brighton Charter High School	Brighton, CO
Diploma.

 SOFTWARE
Microsoft Word and PowerPoint
Microsoft Outlook
AS400
Microsoft Excel and Access
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