
	Candace Lammers
2939 North County Road 31D, Loveland, CO 80538
970-691-5245
lillamm104@gmail.com


	Objective:
[bookmark: _GoBack]To obtain a full or part time position with a company that will utilize and challenge my abilities. I am seeking a position that presents growth potential, opportunities, and stability. In return I can offer your company my skills, eagerness to learn, loyalty, dedication, and good work ethic.


	5/2017 to current
Food & Beverage Manager, Sylvan Dale Guest Ranch
As the F&B manager I oversee all front of house operations. I am responsible for the customer service for all the guests, and responsible for the training and supervision of other F&B employees. I work closely with the head chef, planning menus, set up, scheduling, and ongoing training of employees. I started at the front desk booking guests, answering phones, and other clerical tasks. I then fully trained in housekeeping/facilities so I could help when needed. I then moved on to the service kitchen team and was given the responsibilities of supervisor.  I also work hours in facilities and gardening during the slower times of the season.

	10/2014 – 2/2017
Office Manager, Cut-rate plumbing & heating supply
Perform administrative and office support to the owner including fielding calls, maintaining schedules and workloads, accounts receivables, accounts payables using QuickBooks, Microsoft Office Suite, and Outlook, banking, payroll administration using QuickBooks and ADP, communication with vendors and customers, manage office ordering, cleaning and organizing. Manage website and social media, responsible for sensitive material. Generate reports as needed for owner and store managers. Facilitate networking events and work as the direct contact to the Chamber of Commerce and other local organizations. 

10/2008 -10/2014
OFFICE MANAGER, HENDERSON PLUMBING
Perform administrative and office support to the owner including dispatching service calls, maintaining schedules and workloads, accounts receivables and payables using QuickBooks, banking, payroll administration with ADP, invoicing and estimates presented to customers,  employee attendance and disciplinary actions directed, reports using QuickBooks and job costing.



Education
	2009-2011
Business/Family Development, Ivy Tech, Indianapolis, IN
1988-1990
BUSINESS, BAKER COLLEGE, JACKSON, MI 
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