Tracy Walters
7611 Elmwood Lane * Denver, CO 80221 * 720-319-2104 * tracyamidei@gmail.com

CAREER SUMMARY

Highly motivated, energetic customer service and administrative professional with over 20 years’ experience striving to meet challenges while seeking the opportunity to excel and deliver the best to its patrons and community. Skilled in all Microsoft Word/Excel/Outlook and QuickBooks in addition to excellent verbal and written communication skills, able to work independently or part of a team providing resourceful ideas and solutions.

PROFESSIONAL EXPERIENCE 

Stein Mart, Customer Service, Denver, CO  						2009-2013
· Operations lead.
· [bookmark: _GoBack]Responsible for all shipping and receiving. 
· Produced all audits and deposits.
· Performed all opening and closing duties of store.
· Increased company’s sales through improving customer relations, service and support. 

Beach Front Rentals, Manager, Phoenix, AZ 						 2003-2009
· Directed all booking properties for people in Rocky Point Mexico. 
· Collected payments as daily procedures.
· Promoted customer service through resourceful problem-solving in day-to-day operations.  

Cambridge Court Apartments, Housekeeper/Maintenance 				2001-2003
· Oversaw cleaning office, laundry facilities, and vacant units. 
· Performed small maintenance projects.
· Conducted apartment showings.
· Office management assistance. 

Last Chance, Cashier, Phoenix, AZ 							2000-2001
· Assisted customer service department.
· Performed counting down drawers, preparing nightly deposits.

Casa Blanca Clinic, Front Office Clerk, Phoenix, AZ  					1994-1996
· Responsible for checking in patients in/out, 
· Created new patient charts and records. 
· Verified all patient insurance documentation.  
· Managed receiving and posting payments for clients. 
· Performed nightly deposits
· Facilitated opening/closing of clinic.

EDUCATION 

Shadow Mountain High School, Phoenix, AZ						 1986

