Leah Vecchiarelli
14173 W. Bates Ave.
Lakewood, CO 80228
Cell: (720)272-8012
Email: Lvecch@hotmail.com

Objective: 	To acquire a position with the potential for advancement where I can utilize my knowledge and skills. 

Experience:	02/2013	Children’s / MOP’S (Mothers of Preschooler’s) Administrative Assistant
			To present	Foothills Bible Church
· Updating the website at start of each week with current information for the following Sunday’s service
· Send out an e-blast each week to all parents of current happenings, current lesson, and upcoming events
· Perform background checks for our current and new volunteers
· Create registration forms for our events
· Preparing treats for the weekend volunteers
· Inputting new attender information into our database
· Keeping the resource room kept organized and clean weekly
· Prepare the Children’s portion of the monthly publication
· [bookmark: _GoBack]Print and format monthly budget statements 
· Input events and appointments into Outlook Calendar
· Provide general clerical capabilities for the Children’s team including copying, answering the phone, filing, binding, scanning, and data entry
· Open, sort and distribute incoming correspondence, including faxes and email.
· Compile, transcribe and distribute minutes of meetings.
· Arrange for the repair and maintenance of office equipment, including copiers, cutting machines, and IT support. 

05/2011	Receptionist
			02/2013	Foothills Bible Church
· Opened the office for the day
· Graciously greeted people that came in and assisted them with their needs (i.e. Taking them to their appointment, forms requesting financial assistance, library assistance, Make copies for volunteers)
· Sent out visitor letters and input visitors into the database
· Registrar for the office
· Kept the office forms up to date and restocked
· Answered phone calls and transferred phone calls
· Created flyers and other documents using Publisher (i.e. Name badges, brochures, booklets, postcards, visitor badges, business cards)
· Managed all event calendars
· Created custom monthly calendars for Facilities Team
· Accepted any other tasks from staff members
· Cleaned up the staff kitchen and making sure its stocked with proper utensils and supplies
· Managed the Ministry Board and Community Bulletin Board with postings and approval of postings
			

		09/2010	Sales Associate
			To 1/2012	Office Max
· Greeted our customers with a positive attitude and took them to find their desired product
· Used register to: Provide excellent customer service, ring out customers, process returns, and make delivery orders
· Required to sell our warranties and attach to eligible items as well as get the customer signed up for our rewards cards
· Restocked the store with needed merchandise
· Kept the store clean by: Dusting, mopping, and organizing 

06/2002	Office Assistant & Dance Instructor
To Present	 Little Theatre Culture Center, Inc.
Office:
· Welcome any new customers with a positive attitude and full knowledge of what we have to offer
· Register new students and enrolled them into the system
· Assisted in responsibility of Accounts Payable and Accounts Receivable
· Changed tuition for our customers in system as well as bookkeeping
· Assist customers with purchases of merchandise
Dance Instructor:
· Welcomed the dancers in with an upbeat attitude
· Instructed the dancers with technique as well as values
· Created a bond between teacher and dancers, as well as the parents
· Choreographed dances that were age and technique appropriate

			01/2009	Hostess
			To 08/2010	Pinehurst Country Club
· Greeted our members by name and with an energetic attitude
· Confirmed reservations with our members and also took reservations for holidays, events, and basic dining
· Create and set the tables for our member’s reservation
· Helped out Busser’s and Server’s where needed (Busing tables, taking drink orders, getting drinks and bread for table)
· Did Side work: Folding napkins, polishing silverware, stocked side stands, and cleaned the menus
· Created the reservation logs and books for each month. As well, as typing up the dinner special

Education:             		AAS Degree in Business Management and Supervision
		 Red Rocks Community College

		Interior Design Interest
		Arapahoe Community College

Special Skills:			
· Ease with picking up computer skills
· Have knowledge in Word, Excel, PowerPoint, Publisher, & Outlook
· Have excellent typing skills (60 WPM)
· Have knowledge of Copiers, Mailing Devices, Laminators, and Cutting Devices
