Eboni Takara Miller
2181 s. Trenton way 
Denver CO 80231
Cell: 719-930-4958
Email: itsme4046@aol.com

Objective:

I am an intelligent, ambitious individual who has the drive to succeed. I am ready and willing to be trained within your company. I have excelled at every job opportunity allotted to me. Although I have extensive experience in the child care industry, customer service is key within this field. My true passion is to gain employment within a field where I can develop. I work well with others; I have also proven my abilities as a leader, and I can independently complete all tasks required of me. I am seeking a position where I can put my skills to use while excelling for my employer.
Education: 
Arizona State University –Pursing Bachelor’s Degree in Liberal Studies 
Metropolitan state university –Some course work – (2008-2010) 
Community College of Denver – Associates Degree – General Studies – Earned in 2010
Falcon High School --Graduated: 2004 with a High School Diploma 
Office/ Customer Service Skills: 
· Excellent verbal communication skills – able to read/react based on customers direction.	
· [bookmark: _GoBack]Professional office experience
· Computer skills; I have taken a basic computer course (A+), MS Windows training and beginning hardware courses within my college journey .
· I can correspond well with customers and management with ease.
· I have skills within most computer programs; Microsoft Suite (Word, Excel, PowerPoint, Access) Adobe Reader. 
· Enforce all administration policies and rules.
Interpersonal/Communication Skills:
· Organize and lead activities designed to promote physical, mental and social development, such as games, arts and crafts, music, storytelling, and field trips.
· Observe and evaluate children's performance, behavior, social development, and physical health.
· Identify children showing signs of emotional, developmental, or health-related problems, and discuss them with supervisors, parents or guardians, and child development specialists.
· Meet with parents and guardians to discuss their children's progress and needs, determine their priorities for their children, and suggest ways that they can promote learning and development.

Duties trusted to me through other employment:
· Responsible for prioritizing and coordinating appointments, Receives customers' requests by telephone, provides information requested or ascertains who best can provide the information, and routes the request to the proper person.
· Processes and evaluates information received, prioritizes calls and dispatched accordingly.
· Maintained positive behaviors, approaches, attitudes and commitments to interpersonal service in regards to customers, visitors, and coworkers.
· Maintained departmental records and reports.
· Documented actions by completing forms, logs, and records.
· Utilized technology such as computers, radio systems, telephones, fax machines and other communication equipment.
Employment History: 

Auraria Early Learning Center, Denver, Colorado Teacher (Jan.2008 to Oct. 2011) 
Young Scholar’s Academy, Colorado Springs, Colorado, Teacher Assistance (2006-2007) 
Black Angus Steak House, Colorado Springs, Colorado, Waitress (2006)
Children’s Depot, Colorado Springs Colorado, Daycare Provider (2005-2006)
Seven fall, Colorado Springs, Cashier (2005)
John Robert Powers , Colorado Springs, Colorado (2004)
Mr. Rooter, Colorado Springs Colorado, Clerical Dispatcher (2003-2005)

REFERENCES AVAILABLE UPON REQUEST & WILLING TO RELOCATE

