EXPERIENCE:
11/2002 - Present
Company Confidential



Austin, TX

Evening Receptionist
Greeting clients, answering incoming calls, assisting residents with requests or special needs and additional responsibilities such as first aid, CPR, emergency response, filing, activities and other duties as assigned.

2/2002 - Present
Company Confidential



Austin, TX

Administrative Senior
Including but not limited to customer service, forms design and development, data entry and tracking via Excel, staff support to City Arborist, Manager of Development Services, Landscape Inspectors and Development Reviewers, internal and external customer service, development and implementation of new processes, processing of Case Managers reports for site plan and subdivision reviews, processing of site plan/subdivision completeness checks. Assist with communication to other City reviewers for training and comment help, assist with special projects such as site visits and one stop shop implementation. Assistance to the department manager such as handling emails, assigning special requests to other staff, managing daily calendar, office organization, and multiple other tasks as assigned.

5/1998 - 11/2002
Guaranty Bank



Austin, TX

Proof Operator
Process daily bank work from all branches for accuracy and balance. Assist with training new hires. Act as backup for the corrections table. Responsible for processing multi-million dollar internal work from Dallas branch and making sure it met 8pm deadline.

5/1998 - 2/2002
Barton Creek Resort



Austin, TX

Conference Sales Secretary/


Spa Coordinator
Position: Secretary/Conference Sales
Duties including but not limited to strong customer service, answering 40-line phone system, mass mailing, ordering and maintenance of all office supplies and equipment, staff support, processing of sales contracts, file system maintenance and database maintenance. Phone coverage and greeting clients for sister department, directing visitors and other tasks as assigned.

Position: Spa Coordinator/Spa
Duties: Duties include but not limited to strong customer service, scheduling and orchestration of all group appointments ranging from 3 to 300 people. Answering phones, ordering and maintenance of all supplies and office equipment, relief supervision for spa desk staff. Responsible for continued development and implementation of more efficient processes for our department and for the way we service clients. Assist with remote check-ins for large groups, find alternate room locations for overbooked appointments, manage on-call staff and work schedules for heavy business days, assist with facilitation of appointments and keep them on time and all other duties as assigned.
