Amanda Weber
  10355 Dover St APT 1513  Westminster, CO 80021
 Phone: (715) 203-7458  Email: a.weber017@gmail.com
qualification summary
Excelled in role that involved handling a variety of customer service and administrative tasks and resolving customer issues with expediency.
Demonstrated proficiencies in telephone and front-desk reception in a high-volume environment. Calmed upset and angry customers, researched and rapidly solved problems that rebuilt client trust and prevented the loss of key accounts.
Verified reservation detail for accuracy and completeness and attained 100% registration and billing accuracy throughout employment.
Consistently praised by management for the quality and timeliness of reports, attention to detail, exemplary customer service delivery and team-player attitude. 
Supervised second shift twelve shifts each month and trained new second shift employees working at the reservations desk.
Key Skills
	Office Skills:
	Multi-line telephone system & Front Desk Reception  Customer Service  Filing Database & Records Supervisor  Executive & Administrative Support 

Reports & Spreadsheets    Complaint Handling  Data Entry (75 WPM)

	Computer Skills:
	Word  Excel  PowerPoint  Outlook  Windows Vista/XP/7



Education
B.S. Business Management
Globe University- Wausau, Wisconsin


EMPLOYMENT HISTORY                                                       
Front Desk Associate  The Plaza Hotel & Suites  Wausau, WI- April 2010 to February 2012
Front Desk Associate  Super 8  Mosinee, WI- June 2007 to Sept. 2008
Sales Associate  Steve N Barrys  Rothschild, WI- Nov. 2007 to Jan. 2008
Cashier/Sales Associate TJ Maxx Wausau, WI – June 2006-Nov. 2006

