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WORK EXPERIENCE

General Sales Associate
  Micro Center Electronics – Centennial, CO -  2013 to Present 

  Greets customers and helps find solutions to their needs.
· Constantly stocks freight and faces all merchandise
· Helps every customer with finding solutions
· Performs special tasks given to me by direct Supervisors and Managers
Guest Service Supervisor
Holiday Inn Denver East-Stapleton   -   Denver, CO  -  2012 to 2013

Performs standard check in and out procedures for guests.
• Answers phones in a timely manner.
• Takes reservations over the phone or in person.
• Performs the duties of Concierge for all incoming guests and in house guests.
• Assists the Sales Managers and Front Office Manager in tasks.

Front Office Manager
Towne Place Suites Denver Tech Center   -   Englewood, CO  - 2011 to 2012

Manages Front Desk Operations
• Successfully completed jobs in a timely manner
• Assisted AGM and GM in hotel Operations
• Supervised the ordering of breakfast and hotel supplies
• Coordinated monthly staff meetings
• Performed Manager On Duty (MOD) shifts.
• Coded incoming invoices for Accounts Payable and processed them in Accounts Receivable.

Front Office Supervisor
Towne Place Suites Denver Tech Center   -   Englewood, CO  - 2010 to 2011

Supervises Front desk Operations while assisting in Front desk Operations
• Performs Manager On Duty (MOD) shifts.
• Assists the AGM and GM in Operations of the hotel.
• Types and posts Memos for all staff.
• Orders supplies for breakfast and hotel needs.
• Handles all Accounts Receivable invoicing and processes checks.


EDUCATION

ITT Technical Institute - Aurora, CO
2013 to Present

Metropolitan State College of Denver - Denver, CO
2004 to 2008


SKILLS

Microsoft Office, Inventory Management, Front Office Operations, Revenue Management

ADDITIONAL INFORMATION SKILLS PROFILE
• Proficient in operating Microsoft Office Products
• Able to operate Great Plains Accounting system
· Able to operate API System for all Invoicing
• Good at organizing and managing Front Office operations
• Experience in handling confidential paperwork
• Ability to take accurate phone messages and deliver messages promptly
• Good at handling sensitive customer relations.
