Maryanne Spear
1400 Golden Circle #107
Golden, CO 80401
303-279-1780
mspear@q.com

QUALIFICATIONS PROFILE
· Customer Service and Administrative Support background
· Establish and maintain good  rapport with others of all levels
· Adapt easily to learning new computer programs, processes and other responsibilities
· Intermediate level experience with MS Word; PowerPoint, basic knowledge of Excel

PROFESSIONAL EXPERIENCE
The Home Depot, Golden, CO 2008-present
Cashier
· Provide quick, accurate and friendly checkout service.
· Assist customers with inquiries.
· Handle merchandise returns; issue refund/store credits; flag damaged     merchandise for return to vendor.
· Received awards for positive feedback from customers.

DaVita, Inc., Lakewood, CO 2005-2007
Receptionist
· Greeted and directed callers and visitors.
·  Provided information and assistance.
·  Created PowerPoint slide shows shown on LCDs throughout building welcoming visitors, new employees, and to provide a variety of information.
·  Scheduled conference rooms and issued employee and visitor ID badges.
·  Assisted Human Resources department with conducting new-hire orientations and other projects.

TMJ Implants, Inc., Golden, CO 2002 – 2005
Office Assistant
· Provided administrative support to managers, including preparation of correspondence; filing; and special projects as needed.
· Maintained chronological incoming and outgoing correspondence files for quick retrieval when requested by management. 
· Prepared invoices for customer billing.
· Data entry of inventory transactions. 
· Greeted and assisted callers and visitors.
· Created a friendly, welcoming atmosphere.


EDUCATION
	Metro State University of Denver, Denver, CO
[bookmark: _GoBack]	Completed 86 hours, Fine Arts


