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	                                                Objective
	Obtain an Administrative position with a company that provides growth and career advancement opportunities.

	
Skills & Abilities
	
Excellent Customer Service skills. Multi-tasking, Data Entry, and Phone skills. Exceptional knowledge about Microsoft Word, Power point and Excel.                                                       

	



Experience

	




Storeroom clerk
PPI Time Zero
September 2017-Current
· Inventory control 
· Managing Production Workflow
· Shipping and Receiving


Server/waitress
The Lodge at Old Trail 
May 2016 – Sept. 2017

· Responsible for serving assisted and independent living residents Breakfast, lunch, and Dinner. 
· Each meal period consist of creating menus , taking orders , cleaning up, and setting tables.



Call Center Representative
 Manpower/ Delivery Agent
September 2015 - March 2016

· Receive inbound calls from current and potential customers regarding order .
· Answer questions about the product details, the company, and issues with account for the customers.
· Assist customers with any technical issues experienced with website and escalate any issues to management appropriately.
· Processing Order’s 
· Entering Customers information into the company database.



Server/ Host 
Heritage on main street
July 2013-August 2014
· Greet customers as they arrive, arrange for appropriate seating arrangements and take orders. As well as prepare tables, lay napkins and dishes and ensure that all flatware is properly set. 
· Being cordial, pleasant and welcoming as customer satisfaction and retention is their prime concern.
· Transmits orders to bar and kitchen by recording patrons' choices; identifying patrons' special dietary needs and special requests
· Protects establishment and patrons by adhering to sanitation, safety, and alcohol beverage control policies.
· Helps patrons select food and beverages by presenting menu; offering cocktails and aperitifs; suggesting courses; explaining the chef's specialties; identifying appropriate wines; answering food preparation questions.

Production worker 
invista
October 2013-January 2014
· Procured materials and supplies to complete daily tasks.
· Conducted safety inspections and followed safety rules and procedures.

sales associate 
Cost plus world market
October 2011-July 2013
· Respond to customers’ requests and concerns in a resourceful manner.
· Arrange products on shelves in a tidy manner.
· Maintained sales records for inventory control.
· Handle all returns courteously and professionally 
· Be aware of current promotional events and sales.
· Stock Selves 
· Unload Freight Truck 





	Education
	James Madison High 2012
High school Diploma
3.0 GPA

Valley vocational School
Pharmacy Technician
August 2015 - December 2015 
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