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Summary of Qualifications 
· 
· Team Player
· Dependable/Reliable
· Excellent Communication Skills
· Ability to Multi-task Effectively
· Highly Organized
· Self-Motivated


Professional Skills 
Computer Skills
Microsoft Office: Word, Excel, and Outlook, Data Entry (60 WPM), 10 Key, Company Specific Databases, Database Management and Internet. 

General Office Skills
· Maintained and organized detailed and confidential employee hard and soft files including application materials, reviews and disciplinary actions.   
· Stayed on target for all store Profit and Loss planning including payroll and supply budget to increase the bottom line. 
· Implemented strategies towards a rewards program that resulted in a 2% increase in sales. 
· Developed weekly and daily employee schedules utilizing Excel spreadsheets to ensure all shifts were covered to increase customer satisfaction.
· Took part in the hiring process and helped to maintain a higher than retention rate.  

Communication/Customer Service Skills
· Helped customers resolve credit issues over the phone resulting in “positive, memorable customer experiences”. 
· Provided excellent customer service by going above and beyond in finding answers or products for all customers over the phone or in person.  
· Responded to all phone messages in a timely manner to ensure all costumer and employee expectations were met or exceeded. 
Professional Work Experience
Front Office Administrative Volunteer, Adams County Animal Shelter, Brighton, CO	         2011-Present
Department Manager, Loehmann’s, Englewood, CO 						2009-2010
Department Coordinator, Marshalls, Northglenn, CO						2008-2009
Sales and Service Representative, Alliance Data Systems, Westminster, CO			2006-2008
Customer Service Associate, Marshalls, Boulder, CO						2002-2006
Education
Associates Degree, Liberal Arts, Aims Community College, Greeley, CO
High School Diploma, Boulder High School, Boulder, CO  
