Karen Gauger
756 S 2nd Ave.

Brighton, CO  80601

303.437.5690

karenmgauger@gmail.com
Career Profile:  Clerical Support
Summary of Qualifications

· Operated multi-line phone system, screened and forwarded calls, provided information, took messages and scheduled appointments.

· Received payment and recorded receipts for services.

· Performed administrative support tasks such as proofreading, transcribed handwritten information, and invoices.
· Greeted persons entering establishment and determined nature and purpose of business.

· Filed and maintained records via electronic form – skilled in PowerPoint, and MS Word.

· Analyzed data to determine answers to questions from customers.

· Personable, take pride in quality work, and capable of deductive reasoning.

Professional Work Experience

Caterer 







2009 to 2012

Hundley’s Gourmet Catering





Ft. Collins, CO  

· Prepared delectable food for events and transported food per food safety handling regulations.

· Arranged food and bar to promote aesthetically pleasing arrangements.  

· Bartender or served food to customers.

· Interacted with guests and represented the company in a professional demeanor.  

· Assisted with break down and storage of event items. 

Server








2002 to 2011

Village Inn







Brighton, CO

· Greeted customers in a friendly manner, took orders and electronically entered info into the computerized system.
· Delivered orders and drinks; and recommended other delicious food items.

· Handled customer’s complaints with a win-win solution.

· Performed hostess duties that required well-thought out seating of customers; and responsible for operating front cash register.

Stay-at-Home Mother






2000 to 2002
Self Employed







Brighton, CO

· Cooked meals, laundry, housekeeping and entertainer.  

· Balanced and budgeting monies to ensure that all needs were meet.

Shift Leader







1996 to 1999

Golden Corral







Greeley, CO

· Oversaw operations:  running of servers, clean environment, and contented customers.
· Responsible for new employee’s performance; and their understanding of policies and possible advancement.  

Education
Bachelors of Art in History, Minor in Women’s Study – University of Northern CO – Greeley, CO

