Rebecca Waugh
Englewood, CO   Cell: 832-423-1619   rbccjrdn5@gmail.com
 

Skill Summary

	▪	Strong Work Ethic and Interpersonal Communication Skills
	▪	Exceptional Organizational and Time Management Skills
	▪	Thrives in a Fast Paced Environment
	▪	Ability to Prioritize Multiple Tasks and work at a Team Member and Individually
	▪	Experience in Outside Sales, Customer Service and General Office Duties
	▪	Advanced in Microsoft Office programs, Windows, and Mac OSX
	▪	Excellent Phone Etiquette and Types 65 WPM

EDUCATION 

Bachelors Degree in Art Education
California State University at San Bernardino, December 2008

AA in Art and Science
Riverside Community College, December 2006

WORK EXPERIENCE

Leasing Consultant, Highland Pointe Apartments					   June 2012-February 2013
Yukon, Ok- Relocated          
	•	Screened and responded to telephone calls. Welcomed prospects and lead tours of 
		the apartment community and units that included a custom price quote and informing 
		prospect of any specials rates, despots, community policies, utilities and requirements.
	•	Provided administrative support to property manager and assistant manager including 
		processing applications requiring background checks and employment verifications.
                        Communicated with applicant what they would need in order to apply, be processed, 
		and move in. 
	•	Provided great customer service to residents, including collecting rent, processing 
                        maintenance request, protecting resident privacy.

Assistant Manager, The Egg and I Restaurants				         August 2010-December 2011
Houston, TX- Relocated	      
	•	Interviewed and trained new employees.  
	•	Provided customer support and relations in every position of the restaurant as well as 
                        traveling to other locations to fill management and server rolls when required. 
	•	Processed vendor invoices and provided management and corporate with end of period 
		reports. Handled all money including recording cash outs and cash ins, keeping account 
		of all receipts and accurately counted, entered and deposited daily sales and tracked 
		weekly progress. 
