Dalena K. Mullica

8651 Quigley St. ♦ Westminster, CO, 80031 ♦ 720-212-5639 ♦ dmullica@aol.com
PERSONAL PROFILE

	· Highly dedicated, Self motivated 
	· Consistent performer 

	· Excellent communication skills
	· Successful at meeting deadlines

	· Problem solver
	· Able to manage multiple tasks

	· Recognized as a team-player
	· Multiple guest-service award winner


QUALIFICATIONS
· 22 years of administrative/office manager experience.
· Experience using multi-line phone systems and switchboard.
· Interviewed, hired, trained and supervised 35 employees.

· Computer skills include Microsoft Excel, Word, Outlook and PowerPoint.
EXPERIENCE
Greeter
Adams County Human Services - March 2010-November 2013
· Greet clients in a friendly and professional manner answering customer inquiries and directing the clients to correct area
· Accept paperwork from clients and distribute paperwork to correct technicians or departments

· Help clients fill out forms for various services at Adams County Human Services
· Provide coverage to different departments, phones, mail, researching on CBMS, filing, making files, general office duties.
· Accepts redeterminations and inputs them into CBMS

Delivery Driver

Dominos Pizza – January 2003 – March 2010
· Provide multiple facets of customer service. 
· Greeted customers in friendly and professional manner.

· Responsible for timely food delivery.
· Create promotional and advertising materials for local franchise.

Communications Coordinator

Elitch Gardens – April 2000 – July 2008

· Provided award-winning internal and external customer service.

· Managed administration office’s day-to-day operations and mail room.
· Answered multi-line phone system and handled or directed customer service issues.

· Interviewed, hired, trained and managed a team of four employees.
· Received and input group sale payments into Excel for Accounts Receivable.
Office/Operations Manager

Apartment Movers – January 1998 – April 2000

· Interviewed, hired and managed 35 employees.
· Responsible for timely guest service and resolving guest issues.
· Received payments and logged into Excel for the CEO.

· Supervised office operations including ordering office supplies, copies and mailings. 
Front Desk Receptionist

Bank Card Centers – August 1996 – December 1997

· Accepted credit card payments from customers. 

· Handled customer inquiries and difficulties concerning their accounts.
· Initial point of contact for all customers and guests.
Dispatcher

American Drain – March 1995 – August 1996
· Answered multi-line phone system and gave quotes to customers.
· Dispatched plumbers to job sites in and around the Denver.
· Filed invoices and handled miscellaneous office duties as required.
COURSES COMPLETED
· The Manager as Coach and Counselor

· Supervisor Education Course’s
· Security Essentials for Front Desk Professionals 
EDUCATION
      Klamath Union High School
