DENISE ROSSI

______________________________________________________________________________________________________________________________6734 YARROW ST. #7A *ARVADA, CO 80004 *303-875-2243 *drsnooki@yahoo.com
SUMMARY OF QUALIFICATIONS________________________________________ 
             *Excellent customer service and interpersonal skills

             *Strong attention to detail and excellent organization skills

             *Initiative

             *Reliability, positive team player and willing to work in a professional                

               environment

             *Self-starter with ability to work independently and meet dead-lines

             *Maintain customer and office staff needs, making sure the establishment is

               ran in a productive and efficient manner

WORK EXPERIENCE______________________________________________________

2000-Present     Pietras Pizzaria                                                 Wheat Ridge, CO

                                  Waitress/Hostess

1994-2011           H & S Supply Company                                  Denver, CO

                                  Office Manager/Customer Service

Extensive Management duties, invoice preparation, collections, filing, purchasing, bank transactions, preparation of expense reports for payment, billing/signing of all outgoing payable checks, mail distribution of incoming/outgoing, answer multi-line phone system, and assured tasks are completed in a timely manner.

1989-1994           Kirkland & Ellis Law Firm                            Denver, CO      

                                   Purchasing Supervisor

Managed all inventory, purchased supplies from various vendors, customer service/receptionist for incoming calls

1982-1989            Express Messenger Systems                       Denver, CO

                                   Customer Service Representative

Answering multi-line phone system, taking phone orders, filing, typing, faxing and preparation of invoicing

VOLUNTEER_______________________________________________________________

2012-Present         Saint Joseph Hospital                                   Denver, CO

                                     Unit Ambassador for Internal Medicine

Visit patients, answer phones, aiding families & friends of patients in finding rooms and fulfilling their needs
EDUCATION_______________________________________________________________
1976-1980              Jefferson High School                                    Edgewater, CO

                                     High School Diploma

1989-1990              Colorado Institute of Art                              Denver, CO

                                     Bachelor Degree in Commercial Art
REFERENCES______________________________________________________________

Michael Somma                 (720)837-3438

Lieutenant-Denver Fire Department

Kim Eggelston                    (303)909-9702

Senior Administration Specialist

Cristina Madison               (720)318-4559

Surgical Technician

DENISE ROSSI_____________________________________________________________

To Whom It May Concern:

I am a highly motivated individual seeking to secure employment within a well-established company, which I can utilize my skills.
My enclosed resume will provide you with information regarding my work ethics, flexibility and work history.  My experience and extensive career-oriented, education/self-motivation coupled with my communicational skills makes me an ideal candidate for your establishment.

Thank you for your time and consideration in reviewing my resume.  Please feel free to contact me at your convenience so that we may discuss in greater detail how my experience can be of mutual benefit within your establishment.

I am looking forward to hearing from you.

Thank You.
