Ava Thao
9689 Lou Dr. | Northglenn, CO 80260 | (c) 720-876-7154 | AvaThao14@gmail.com
Objective: An ambitious leader for the company achieving their goals through my excellence in customer service, outstanding communication skills and able to multi-task in any environment.

Skills:
· Excellent ability to multi-task
· Comfortable in a fast pace environment
· Excellent speech communication skills
· Great at Microsoft office applications  (word, power-point, outlook & excel)
· Typing speed average is 58wpm
· Provides exceptional customer service

Experience:



· 



Doubletree by Hilton Denver				3203 Quebec St. Denver, CO	 			05/2010-Present	
Front Desk Agent/Supervisor
· Run am/pm reports for the front office
· Comfortable handling cash/checks/credit card transactions
· Properly handles guest issues and requests
· Reviews reports to assure correct rate plans
· Strong emphasis on customer service satisfaction and sales 
· Improves new procedure plans 

Reservations Agent Complex										04/2011-Present
· Assuring the reservations are made for upcoming groups for two properties
· Emailing am/pm reports to airlines for billing
· Creates reservations for individual stays
· Reviews correct billing information on rooming list

MSU of Denver					890 Auraria Pkwy. Denver, CO			02/2013-12/2013
Student Travel Assistant
· Provides consultations for students that includes an informational guide and a overview about the Student Travel Program 
· Verifies student qualifications through a secured school account 
· Successfully promotes and markets the Student Travel Program through promotional items and faculty meetings
· Creates worksheets through Microsoft applications for more efficient and organized data sheets

Front Desk Assistant
· Have created a spreadsheet for filing use 
· Assisted with student inquiries and clerical duties
· Assists with school events/set up/registration/tear down

Front Range Community College			645 West 112 Ave. Westminster, CO			08/2011-05/2012
Front Desk Assistant (Student Life)
· Update boards and advertisement for upcoming events
· Have assisted/planned staff and faculty events
· Have assisted/planned/set up/tear down with student events around campus
· Clerical duties/general inquiries


Education:
Metropolitan State University of Denver								08/2012-Present
· Hospitality, Tourism and Events
· Hotel Management


References:

Pam Baker
Front Office Manager
303.321.3333 ext.4026

Colleen Gatley
Reservations Manager Complex
303.329.5280

Dave Bourassa
Assistant Director of Student Activities
303.556.6930

