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Nicole Murphree
	Objective

Overview
	Seeking a challenging, long term position with a local company that utilizes my wide range of experience.

· Highly skilled data entry and 10-key; Intermediate skills in all MS Office programs including Publisher.

· Proactive problem solving skills
· Meticulous attention to detail and accuracy
· Extremely energetic and organized, thrive working in a fast-paced environment.

· Proven ability to easily and consistently meet deadlines and goals.
· Excellent customer service skills
· Associates Degree



	 Experience
	Good News Community Church                                                 Broomfield, CO

Administrative Assistant

· Manage database containing confidential and sensitive information
· Develop basic analytical reports
· Maintain communication with guests, including letters, emails and face to face contact
· Create a variety of marketing files with MS Publisher
· Assist with management of scheduling events
· Review documents and manuals for accuracy
Pendleton Woolen Mills Corporate
                                                 Portland, OR

EDI/Confirmations & Customer Service Specialist
· Processed EDI inbound flat files, accurately updating new orders and prevent double booking
· Verified accuracy between the account electronic transmission and booked sales order/data
· Initiated communication and generate written correspondence to account, Account Manager and Sales & Marketing Manger
· Provide professional telephone reorder service
· Entered orders from accounts and Account Managers
· Verified inventory availability for booking orders
Hawthorne Farm Athletic Club
Portland, OR
Catering Sales Manager/Café Manger
· Supervised and coordinated all culinary and banquet events, both in-house and off-site
· Supported catering sales department
· Managed food and beverage purchasing, inventory, menu development
· Designed and implemented all Standard Operating Procedures for entire department
· Responsible for significant improvement to organization and profitiabilty

· Ability to meet and exceed sales goals every month

	
	Farm to Fork
                                                                 Dundee, OR
Sous Chef
· Responsible opening new full service fine dining restaurant in Oregon Wine Country
· Supervision of breakfast, lunch, dinner, charcuterie, catering and pastry departments
· Exceeded goals and gained restaurant recognition in several national publications
· Hired and trained all department staff
· Regular menu and recipe development emphasizing locality, sustainability and seasonality
· Managerial duties including payroll, invoicing, ordering, inventory, and managing community involvement

	
	

	
	Morimoto Napa
                                                                    Napa, CA

Chef de Partie

· Management for opening of new high volume, high profile restaurant

· Supervised departmental staff and daily organization

· Manager on duty responsibilities

· Proficient in all kitchen stations

· Assisted with Sous Chef duties


	Education
	2003-2005          Western Culinary Institute
Portland, OR
Associate of Occupational Science
· Honors Graduate, Le Cordon Bleu Culinary Arts.


	Volunteer Work
	Pregnancy Resource Center
Portland, OR
Counselor

United Way/Oregon Hunger Task Force
Portland, OR
Multi-Year Taste of the Nation Participant




