		Contact Information
	




		Name:
	Devan N Scott
	Address:
	6928 S. Ensenada Ct.
Centennial, Colorado 80016  US

	Home Phone:
	(720) 251-1944
	Alternate Phone:
	

	Email:
	Devannscott@hotmail.com
	Notification Preference:
	Email

	Former Last Name:
	
	Month and Day of Birth:
	




		Personal Information
	




		Driver's License:
	Yes, Colorado , 062270900 , Class R

	Can you, after employment, submit proof of your legal right to work in the United States?
	Yes

	What is your highest level of education?
	High School




		Preferences
	




		Preferred Salary:
	$10.00 per hour;

	Are you willing to relocate?
	Maybe

	 
	

	Types of positions you will accept:
	Regular

	Types of work you will accept:
	Full Time , Part Time

	Types of shifts you will accept:
	Day , Evening , Night , Rotating , Weekends , On Call (as needed)

	
	
	

	Objective
	

	I am looking for a position as a secretary where I can use my knowledge of computer software, excellent communication skills and organization abilities.
	
	




		Education
	




	High School
Grandview High School
8/2005 - 5/2009 
Centennial, Colorado
	Did you graduate: Yes 
Degree Received: High School Diploma
	

	

		Work Experience
	




	GM Head Bookkeeper
1/2011 - 10/2012

Safeway
20153 E. Smoky Hill Rd.
Centennial, Colorado 80015 
(303) 690-0866
	Hours worked per week: 40
Monthly Salary: $1,200.00
# of Employees Supervised: 5
Name of Supervisor: Heather Kent - Assistant Manager 
May we contact this employer? Yes
	

	
Duties
Manage store financial records. Manage accounts payable and receivable; reconciling bank statements; counting and balancing tills. Enter and fix time and attendance. Enter sales numbers and payroll in to weekly microsoft xcel form. Check email and prepare paperwork for managements day. Inform management of confrence calls and meetings for.the day. Enter all numbers for the books, prepare profit and loss statement, and balance sheet. Answer all phone calls, deal with questions and concerns and take messages when needed. Make sure all paperwork is in order and organized. 

Reason for Leaving
Personal reasons.

	

	Assistant Manager/Sales associate
4/2010 - 12/2010

Zumiez
6155 S. Main St.
Aurora, Colorado 80016 
(303) 766-1823
	Hours worked per week: 25
Monthly Salary: $800.00
# of Employees Supervised: 1
Name of Supervisor: Casey Dugan - Store manager 
May we contact this employer? Yes
	

	
Duties
Have great customer service. Be friendly and personable. Keep track of personal sales and store sales. Set and achieve personal and store sales goals. Maintain the store, make sure its always neat clean and organized. Make sure store is always running well. 

Reason for Leaving
Another job offer.

	

	Cashier assistant/Foodcourt clerk
8/2008 - 7/2009

Costco Wholesale
18414 E. Cottonwood Dr.
Parker, Colorado 80138 
(303) 583-1937
	Hours worked per week: 30
Monthly Salary: $1,200.00
# of Employees Supervised: 0
Name of Supervisor: Angela M. - Foodcourt manager 
May we contact this employer? Yes
	

	
Duties
Good customer service. Help cashiers box customer purchases. Take customer orders and ring customers up. Make sure product is always available. Keep foodcourt and prep area clean and neat according to store and health standards. 

Reason for Leaving
School obligations.

	

	Barrista
6/2007 - 4/2008

Starbucks
22675 E. Aurora Pkwy.
Aurora, Colorado 80016 
(303) 693-0410
	Hours worked per week: 25
Monthly Salary: $800.00
# of Employees Supervised: 0
Name of Supervisor: Chantelle C. - Starbucks manager 
May we contact this employer? Yes
	

	
Duties
Five star customer service. Take orders and make drinks in a timely manner. Make personal connections with customers. Make them feel welcome and want to return. I had to be very self motivated because i was left alone a lot. Fill out daily paperwork. Keep everything clean and organized. 

Reason for Leaving
High school finals.

	

		Certificates and Licenses
	




	
	

		Skills
	




	Office Skills
	
	

		Typing:
	62

	Data Entry:
	18600




	

	Other Skills

	

	microsoft word Expert - 8 years and 0 months
	
	

	microsoft excel Skilled - 2 years and 0 months
	
	

	Email Expert - 8 years and 0 months
	
	

	Phone calls/ customer service Expert - 6 years and 0 months
	
	

	all other computer functions Skilled - 5 years and 0 months
	
	

		Additional Information
	




	Personal
	
	

	I am neat and organized as well as self motivated. I enjoy challenges and problem solving. I love learning and learn quickly.

	

	Personal
	
	

	I was promoted in the first six months of working for Safeway. I was trained as a bookkeeper for three days. Although the situation was stressful i took.the challenge head on. I found ways to learn everything I could to do my job correctly and to the best of my ability. I was then promoted to head bookkeeper and trained three other employees.

	

		References
	




	Professional
Kent, Heather
Assistant manager
20153 E. Smoky Hill Rd. 
Centennial, Colorado 80015
(206) 518-3345
	
	

	

	Professional
Daves, Trinity
Bookkeeper
20153 E. Smoky Hill Rd. 
Centennial, Colorado 80015
(303) 521-0952
	
	

	

	Personal
Deal, Ken
Cheif Federal Marshal
Centennial, Colorado 80016
(303) 961-7763

	
	



