Emily A. Peters
Emilycrochet1124@gmail.com
Cell: 469-274-4330
 
 OBJECTIVE
My career objective is to obtain a challenging position, that will expand my knowledge in new areas, emphasizing professional growth and development while utilizing my prior experience, technical and non-technical skills.
EDUCATION
High School Diploma – The Colony High School
Collin County Community College – Student, 1 year completed
University of Phoenix- former student for Healthcare Administration Associates Degree
Front Range Community College- Nursing Program
 
PERSONAL
- Strong work ethic, dependable and honest
- Positive personality and a team player
- Committed, likes ownership of task and responsibility
- Highly detail oriented, accurate, and very organized, with effective project management skills
-Knowledgeable with Microsoft Word, Microsoft Outlook, Excel, Kronos, Oracle People Soft, Point Click Care 
-Typing 44 wpm
- Experienced with handling multiple projects and priorities in a fast-paced, stressful work environment
- Excellent customer service and communication skills
- Pleasant speaking voice on phone
- Ability to learn new systems with a short learning curve
- Strong inquiring analytical skills
- Self-starter
- Flexible
 
EMPLOYMENT
Portraits Unleashed 
11/27/2011-Present
Denver Area Petco Stores
214-205-2550 Joshua Connors, Manager

Starting and ending salary $275.00 per weekend (Friday through Sunday)

Responsibilities included but not limited to:
-Set-up and tear-down of portable photography studio equipment at the beginning and ending of event weekend
-confirming scheduled appointments
-self-promoting within stores to increase sales to meet quota
-pet photography and portrait sales
-customer service on site and via phone on “time-off”
-sending orders to photo lab



HCR Manor-Care
6/14/2011-9/2011
2800 Palo Pkwy.
Boulder, CO 80301
303-440-9421, Rosalin Paulson, Administrator
 
Starting and ending salary $12.50 per hour
 
Payroll Clerk Duties Included but not limited to:
-Daily reconciliation of incorrect Kronos time entry’s
-Inputting vacation time, sick time, paid and unpaid time off, and schedule patterns in Kronos
-Setting up direct deposit, tax withholdings, and current employee information in People Soft
-Verifying employment
-Closing payroll bi-weekly to send to corporate
-Distributing paychecks and paystubs bi-weekly 
-Assisting Human Resources Director
-Maintaining confidential employee information
 
 
Receptionist Duties Included but not limited to:
-Answering Avaya 4 line phone system and directing incoming calls via forwarding or overhead paging
-Assisting resident’s visitors
-Assisting with admissions in Point Click Care
-Sorting and distributing mail
-Collecting and receipting in moneys
-Directing required monthly fire drills
-Catering to residents’ requests and needs
-Stocking and maintaining coffee bar and providing cookies for residents and visitors
-Conforming to HIPAA and OSHA regulations
-Visit with residents 
 
Studio One to One Photography
12/07 – 3/10, and 10/10 – 3/11, Manager
3000 Grapevine Mills Pkwy. Ste. #111
Grapevine, TX 76051
972-724-6767 Grapevine Location
972-731-8896 Stonebriar Location, Rachel Poston, District Manager
 
Starting salary $5.00 per hour plus varying commission
Ending salary $2,000 per month
 

- Delegate daily tasks
- Scheduling of staff
- Payroll
- Correcting issues with staff
- Review daily schedule to ensure proper staff coverage for sessions
- Motivate staff to reach daily goals
- Train new team members for photography, sales presentations, computer operation and studio tours
- Verify completion of orders and communicate with lab
- Provide excellent customer service
- Coordinate and confirm client appointments over the phone and in person
- Maintain client information
- Deliver concise comprehensive information regarding services
- Knowledgeable with Microsoft Word, Microsoft Excel, Studio Plus (scheduling software), Adobe Photoshop, Express Digital Darkroom, and typing (50 wpm)
- Process transactions and organize client paperwork according to order status
- Daily reconciliation for cash, check, credit card, and gift cards to balance end of day reports  
- Participated in the launching of www.holdmymemories.com
- Maintenance with clients’ holdmymemories.com accounts
-Photographing newborns, children, families, couples, maternity, seniors, and seasonal
REFERENCES
Beth Lundquist
Human Resources Director and Direct Manager at HCR Manorcare
303-357-3326
 
Tammy Lynn
Business Office Manager, HCR Manorcare
303-357-3311
 
Bonnie Lafer
Business Office Assistant, HCR Manorcare
303-357-1243
 
Nicole Pilger
Admissions, HCR Manorcare
303-357-3321

Tiffany Hutto
Phlebotomist, Kaiser Permanente
[bookmark: _GoBack]303-815-3687
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