Morgen Ray

2238 Chesapeake Drive • Fort Collins, Colorado • morgenlray@gmail.com • 260-579-1051
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EXPERIENCE
Summit City Steel Erection, South Whitley, IN							March 2018 – Present
Executive Assistant
· Manage and execute all scheduling and administrative duties to ensure the president’s office runs smoothly and efficiently
· Prepare bids on behalf of project managers and contracts for employees and clients
· Research upcoming projects before creating and managing project files for the president and project managers
· Work closely with graphic design team to ensure merchandise, social media, and websites conform to brand standards 
· Apply for oversize, overweight transportation permits through the state and/or city to move necessary equipment as needed 
· Draft and send promotional letters and merchandise to current and prospective clients  

Human Resources Assistant
· Assist the head of Human Resources and the president to recruit employees for open positions by writing job descriptions, soliciting resumes, and screening applicants by organizing prospective employee information and conducting phone interviews 
· Ensure all new employees understand job duties and safety by assisting with company and safety orientation, assisting in facilitating safety trainings, and staying up-to-date with safety information from OSHA 
· Submit accident reports and work with OSHA and insurance providers as necessary 
· Assist head of Human Resources in vetting and choosing insurance providers for employees

W.J. Carey Construction										March 2018 – Present
Administrative Assistant
· Manage supplier relations by issuing orders, maintain purchase records, and ensuring product quality
· Assistant project managers by writing bid proposals, contracts, and change orders
· Maintaining supplier relations by crafting new marketing and update emails while working closely with computer technicians

CSG Systems, Administrative Assistant, Englewood, CO						July 2017 – Feb. 2018
· Managed client relations with current and prospective clients by informing them about services and timelines
· Executed executive tasks by ordering office supplies and merchandise and assisting with scheduling and catering 

KB Home, Design Studio Coordinator, Centennial, CO   				     		March 2016 – July 2017
· Guide clients through the process of designing their new home by scheduling appointments and providing reassurance and comfort
· Assist designers with staging and stocking inventory homes 
· Engaged in professional development by attending trainings on interior finishes such as appliances, flooring, lighting, etc. 

Kindness Yoga & Eco Clean and Green, Denver, CO						Oct. 2015 – Feb. 2017
Ambassador
· Encouraged prospective yogis to join Kindness by providing information on classes, workshops and special events

Independent Contractor 
· [bookmark: _GoBack]Provided custodial care to Kindness Yoga studio while complying with company ethos of eco-consciousness, including vacuuming, steaming floors, scrubbing showers and toilets, wiping down counters and lockers, folding blankets and organizing other props used in classes

Alex and Ani, Sales Associate, Denver, CO                                                                            		May 2015 – May 2016
· Assisted Social Media Liaison with Instagram content including designing, executing, and editing photo shoots to spread the company message of positive energy and drive traffic into store
· Responsible for achieving monthly personal sales and KPI goals and provide the highest level of customer service with genuine, personalized client journeys




The Body Shop, Assistant Manager, Lone Tree, CO                                                      			Sept. 2014 – Oct. 2015
· Managed operations of the store by conducting bank runs, opening and closing procedures, consulting customers, and achieving sales and KPI goals set by District and Regional Managers
· Trained employees to find a personal sales technique that drove business and KPI goals
· Floor lead during busy hours and encouraged clients to sample products, specifically new launches, by giving skin consultations and encouraging clients to sign up for the rewards card


SKILLS AND EXPERTISE
· Notary
· Quantum Software
· Quickbooks Inuit 
· AS400
· Microsoft Office systems, including Outlook, Excel, and Word
· 75 WPM 


VOLUNTEER AND LEADERSHIP ACTIVITIES
Purdue University Fort Wayne, First Year Experience Peer Leader, Fort Wayne, IN 			May 2012 – Nov. 2012
· Focused year-round on outreach and relationship development, expanding the mission of First Year Experience to holistically impact new students as they progressed through their first year
· Connected new students to the people, resources and information essential for success in the first year

Parkview North Hospital, Volunteer, Fort Wayne, IN                                               			May 2012 – Aug. 2012 
· Facilitated patient check-out by transferring rooms 
· Conducted front-desk administrative duties including answering phones, directing visitors, and delivering gifts to patients


EDUCATION
Indiana University-Purdue University, Fort Wayne, IN	     					Deferred
Visual Communications and Design

R. Nelson Snider High School, Fort Wayne, IN	                                                  			Graduated June 2011
