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well-developed abilities in managing a wide range of administrative needs.
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Resourceful manager
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EXPERIENCE
11/2008 to Current




02/2003 to 07/2016








08/2003 to 11/2008


 AUSTIN

20 years' experience in diverse industries. Self-directed and organized with



[bookmark: _GoBack]Administrative support	Staff development
Customer service mindset			Inventory control
Filing management		Change management
Computer proficiency	Staff training
Analytical abilities		Calm under pressure
Multi-tasking	Supervision and training
Exceptional verbal/written
communication
Strong problem solving
Self-directed


Leadership
Served as key contributing member to Leadership team.
Research
Conducted research which led to clients for A&A Expert Painting.
Documentation
Wrote and edited documents to keep staff informed on policies and
procedures.
Ability to accurately and efficiently complete the necessary paperwork,
reports, and documentation.
Ability to work independently as appropriate.
Ability to use standard office equipment to include computer, fax
machine, copier, and telephone.
Sorts, prepares, labels, scans and enters documents into system


Supervisor
High Country Inn － USAFA, Colorado
Monitored multiple databases to keep track of all company inventory.
Communicate with government and vendors. Process invoices, prepare and
maintain files, and purchasing.
Administrative
A&A Expert Painting － Colorado Springs, Colorado
Created professional business presentations.
Write memorandum and business correspondence.
Determined customer needs.
Increased revenue by contacting General contractors and introducing A&A
Expert Painting, and how the company would be an asset to their business.

General Manager
Wendy's － Colorado Springs, Colorado
Conducted daily pre-shift and weekly departmental meetings to ensure
organizational efficiency.
Scheduled and directed staff in daily work assignments to maximize
productivity.
Efficiently resolved problems or concerns to the satisfaction of all involved
parties.
Continually monitored restaurant and took appropriate action to ensure food
quality and service standards were consistently met.
Minimized loss and misuse of equipment through proper restaurant supervision
and staff training.
Assigned tasks and oversaw the direction of employees to ensure compliance
with food safety procedures and quality control guidelines.




EDUCATION
2016




AFFILIATIONS


Developed and maintained exceptional customer service standards.
Optimized profits by controlling food, beverage and labor costs on a daily basis.
Communicated well and used strong interpersonal skills to establish positive
relationships with guests and employees.


Bachelor of Science: Management
University of Phoenix － Colorado Springs, Colorado, USA
Coursework in Business, Marketing and Communications.
Presentation Skills workshop


Chamber of Commerce
Pikes Peak SBDC
