Meghan R. Saulino										          
5550 Liverpool Street
Denver, CO 80249
Ph. 303-888-4851	

Objective:	I have 6+ years of experience in customer service and office support as a receptionist and administrative assistant. I have excellent people skills, good communication and phone skills and I am experienced in PC computers and programs, including Microsoft Office, Outlook and Google. I am a fast learner, hardworking, dependable and available for immediate hire.

Work Experience:

8/2013 to 10/2013
Adams 12 Five Star Schools
1500 E 128th Avenue
Thornton, CO 80241
720-972-4000
Title:  Classified Substitute
Salary:  varies
Duties: Data entry of enrollment and household information
Reason for leaving: Completed temporary position while seeking permanent employment.

12/2010 to 8/2013
Alley Cats and Junkyard Dogs
2405 Blake Street
Denver, CO 80205
303-884-4790
Title:  Operational Manager/Co-owner
Salary:  $2,000.00/month
Duties:	  Receptionist/secretarial duties, including:  answer phones and assist customers, manage website and email communications, enter customer data, create appointments and check out clients, receive payments, process credit cards, handle cash, administrative duties, maintain software program, prepare files, work with vendors, provide customer service, and of course, pet handling.
Reason for leaving:  Business has been sold

3/2010 to 9/2010
Capitol Hill Animal Care Center
2626 E. Colfax Ave.
Denver, CO 80206
Title:  Receptionist/Administrative Assistant
Salary:  $10.00/hr
Duties: Receptionist/secretarial duties, including:  answer phones and assist customers, email communications, enter customer data, create appointments and check out clients, receive payments, process credit cards, handle cash, administrative duties, prepare files,  provide customer service, and assist vets and vet techs.
Reason for leaving: Company went out of business.

4/2009 to 11/2009
Banfield Pet Hospital
Brighton, CO  80603
303-637-7435
Title:  Receptionist/Customer Care Specialist
Salary:  $9.00/hr
Duties:  Receptionist/secretarial duties, including:  answer phones and assist customers, email communications, enter customer data, create appointments and check out clients, receive payments, process credit cards, handle cash, administrative duties, prepare files,  provide customer service, and assist vets and vet techs.
Reason for leaving:   Needed full time position

9/2008 to 1/2009
Animal Health Care Specialists
6701 N. Washington St.
Thornton, CO  
303-288-6800
Title:  Receptionist/Administrative Assistant
Salary: $10.00/hr
Duties:  Receptionist/secretarial duties, including:  answer phones and assist customers, email communications, enter customer data, create appointments and check out clients, receive payments, process credit cards, handle cash, administrative duties, prepare files,  provide customer service, and assist vets and vet techs.
Reason for leaving: Seeking a position with career potential.

8/2007 to 5/2008:
Animal Medical Center
16540 Harbor Blvd.
Fountain Valley, CA 92708
714-521-1155
Title:  Receptionist/Administrative Assistant
Salary: $12.00/hr
Duties:  Receptionist/secretarial duties, including:  answer phones and assist customers, email communications, enter customer data, create appointments and check out clients, receive payments, process credit cards, handle cash, administrative duties, prepare files,  provide customer service, and assist vets and vet techs.
Reason for leaving:  Returned to Colorado

01/2007 to 7/2007
Newport Animal Care Center
1333 Avocado St
Newport Beach CA  92660
949- 644-5460
Title:  Receptionist/Administrative Assistant
Salary: $10.00/hr
Duties:  Receptionist/secretarial duties, including:  answer phones and assist customers, email communications, enter customer data, create appointments and check out clients, receive payments, process credit cards, handle cash, administrative duties, prepare files,  provide customer service, and assist vets and vet techs.
Reason for leaving:  Accepted a position at higher pay

08/2006 to 04/2007
Dover Shores Pet care Center
2075 Newport Blvd, #112
Costa Mesa, CA 92627	
949-722-7387
Title:  Receptionist/Administrative Assistant
Salary: $8.00/hr
Duties:  Receptionist/secretarial duties, including:  answer phones and assist customers, email communications, enter customer data, create appointments and check out clients, receive payments, process credit cards, handle cash, administrative duties, prepare files,  provide customer service, and assist vets and vet techs.
Reason for leaving:  Accepted a position at higher pay

Education:		
Thornton High School
Thornton, CO
Graduated May 2005

Bollman Technical Education Center
Thornton, CO 
Studies included web design and computer applications
 
Aurora Community College
Aurora, CO
Summer/Fall 2008

Front Range Community College
Westminster, CO
Fall 2009

Skills:	
Outgoing personality, good with people, customer service, Infinite Campus, Windows 7 and 8, MSOffice applications, web design, social media. 
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