Meagan Burchstead
2970 Poplar Street
Denver, CO 80207
781-859-7081
MLBurchstead19@gmail.com

SUMMARY OF QUALIFICATIONS:

· Professional, punctual, dependable and friendly.
· Excellent oral and written communication skills.
· Exemplary computer skills and telephone etiquette.
· Strong ability to work effectively with others or alone. 
· Detail oriented, highly observant and able to multi-task.
· Quick leaner with superb decision-making abilities. 
· Proven strong customer service background.
· Proficient in Microsoft Office including Excel. 

WORK EXPERIENCE:

Frontière Natural Meats, Denver, CO                                                                                                              10/2019-present
Administrative Assistant
· Answer and direct phone calls.
· Produce and distribute correspondence memos, letters, faxes and forms.
· Assist in the preparation of regularly scheduled reports.
· Prepare and monitor invoices.
· Maintain supplies inventory by checking stock to determine inventory level; anticipating needed supplies; placing and expediting orders for supplies; verifying receipt of supplies.
· Implement and monitor programs as directed by management and see the programs through to completion.

The Glass House, Denver, CO                                                                                                                            3/2018-7/2019
Resident Services Coordinator
· Worked with Management to ensure that there was a good system to distribute information to tenants and the community at large regarding relevant issues and information.
· Provided tenants of the building with assistance for various things such as receiving mail and packages.
· Assisted tenants with coordinating moves and deliveries.
· Communicated with the maintenance staff regarding any issue within the building and specific units.
· Worked closely with management, coworkers, and residents to ensure the safety and security of the building.

Entrada at Snow Canyon, St. George, UT                                                                                                      12/2014-11/2017
Banquet Coordinator, Host, Snack Bar Attendant 
· Worked with clients to plan out events such as wedding, anniversary parties and birthday parties. 
· Worked with management and wait staff to ensure proper execution of banquets.
· Prepared various food items such as sandwiches, salads and burgers.
· Followed proper procedures involving food handling, sanitation & general cleanliness.
· Greeted members with excellent customer service skills.
· Worked closely with wait staff to communicate the needs of the guests.

EDUCATION/TRAINING:

Dixie State University, St. George, UT
Bachelor of Science in Criminal Justice 
Graduated May 2018 

Danvers High School, Danvers, MA.
High School Diploma in College Preparatory
Graduated June 2005
