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Courtyard of Hilton:	Manager		 2010 to 2017
· Communicated with customers, employees, and other individuals to answer questions, disseminate or explain information and address complaints
· Train other staff members to perform work activities, such as using computer applications
· Complete work schedules, manage calendars, and arrange appointments.
Best Western:  Administrative Assistant	2005 to 2010
· Prepare meeting agendas, attend meetings, and record and transcribe minutes.
· Inventory and order materials, supplies, and services.
· Review files, records, and other documents to obtain information to respond to requests







Summary:  Knowledge of 
principals and processes for 
providing customer and 
personal services.  This 
includes customers’ needs 
assessments, meeting quality 
standards for services and 
evaluation of customer 
satisfaction.





Highlights




Leadership Skills:
· Willingness to lead, take charge, and offer opinions and direction.
Analytical Thinking:
· Analyzing information and using logic to address work-related issues and problems.
Adaptability/Flexibility:
· Being open to change (positive or negative) and to considerable variety in the workplace.


