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Shirley Wommack

Qualification Summary
· Work well in an organized environment, independently or collaboratively.
· Work efficiently with others to accomplish goals and objectives.
· Intermediate computer skills, MS Word, Outlook, People Soft. 
· Excellent written and oral communication. Telephone skills and etiquette.
· Ability to motivate and listen to students in order to direct them.
· High level of skills in customer service and intangible sales.
· Strong work ethic, honest and dependable.
· Knowledgeable in medical terminology, transcription and editing.

Experience
· Two years as an Independent Jewelry Business owner.
· Eleven years in post-secondary education as an Admissions Recruiter.
	 Schools:  Denver Academy of Court Reporting 09/08-10-09, Westwood College 
               09/07 – 04/08, Everest College 01/00 -05/07, Concorde Institute 11/98 – 01/00.
· Thirteen years in the beauty industry as a stylist, trainer and salon manager.  
 Salons:  Asante, Joslin’s, Horoscope of Hair Design and Great Clips.
· [bookmark: _GoBack]Receptionist, customer service and administration.

Responsibilities
· Respond to all inquiries in a timely manner.
· Time management, organization and setting appointments that show.
· Product knowledge, presentations in person and via the phone
· Proficient in completing the enrollment process.
· Track all important data and daily activity.
· Problem solving and creativity.
· Meet weekly and monthly goals.

Awards
· Great Clips, Best New Salon in Sales and Service.
· Everest College, Outstanding Service.

Education
Associates in Business Administration, graduated Summa Com Laude, Everest College.
Michael Taylor’s Institute of Hair Design, cosmetology license.  Interpersonal management training, 100 hours.  One year at the University of Northern Colorado.
