
	Objective

	
	To obtain a position that offers the potential to learn and grow within the company.

	Skills

	
	Excellent Organizational Skills, Strong Customer Relations Skills, Computer Proficiency, Data Entry, Filing
Computer: Microsoft Word, Microsoft Excel, Microsoft Publisher, Power Point, Delphi Multi-Property System, Fidelio, Proficient on Macintosh and PC platforms, Adobe Acrobat, Microsoft Outlook, Meeting Matrix, Adobe Photoshop, Adobe Illustrator, Quark–Xpress, Director, Dreamweaver, Flash, Market Vision, Reynolds & Reynolds EDM, JD Edwards, Novell GroupWise, Reynolds & Reynolds Contact Management, Quick Books

	Experience

	
	Shift Supervisor
                                                                                                     2008-2009
CVS Pharmacy                    
                    Anthem, AZ
· Maintain customer satisfaction

· Count money in all registers and store safe on every shift
· Run nightly reports such as invoicing and cash reports for store manager

· Post payroll for entire store on a weekly basis

Cabinet Scheduling
                                                                             2006-2008
Adams Bros Interiors & Cabinets    
                      Phoenix, AZ
· Coordinate all cabinet installs with homebuilder superintendents across the valley
· Trouble shoot all scheduling issues with office personnel & builder superintendents
· Create and distribute the install schedule to office personnel & superintendents
Awarded Outstanding Customer Service for 2007
It Assistant   
                                                                                                   2004 - 2006

Acura of Tempe / T&S Autogroup                                                                                  Tempe, AZ
Assisting in all training to new employees on the computer system. Maintain websites for all four dealerships owned by T&S Autogroup. Provide appropriate access to appropriate programs to all new employees. Implemented mass emails to all customers informing them of all upcoming specials. Assist in any hardware issues. Assist with any software issues. Load software onto company server.

Catering Assistant
                                                         1999 - 2003

Sheraton Phoenix East/ Interstate Hotels & Resorts


                               Mesa, AZ
On property NSA (Newmarket Systems Analyst). Print and distribute Banquet Event Orders to the hotel staff. Help plan, organize and create BEO’S for all in-house functions. Create and distribute daily event sheet to entire hotel staff. Answer multiple incoming telephone lines and represent the company in a professional and businesslike manner. Typed up contracts for Catering Sales Managers. Send out hotel collateral, thank-you letters and introduction letters for catering & convention services managers.
· Impute all banquet menu information, including items and prices into Delphi. 
Result:: Saves time for any Delphi user when creating a BEO that includes food & beverage. 
· Created and designed Tuscany’s & Grappa’s Menus. (Hotel Restaurants).
· Created and designed all banquet menus.
· Provided all advertising collateral for the hotel.
· Maintained hotel status of #1 on the West Coast for cleanest property in entering information correctly into Delphi.
· Implemented E-Brochure system to enable mass marketing of hotel to local contacts.

	Education

	
	Bachelor of Arts, Graphic Design                                                                                                  2002
Collins College a School of Design & Technology
                                                           Tempe, AZ

Associates Degree, Visual Communications                                                                                2000
Collins College a School of Design & Technology
                                                           Tempe, AZ
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