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Summary



Multi-faceted, efficient & reliable administrative professional with 7+ years of experience supporting executives, sales and managers to improve internal operations for businesses. Accustomed to working in fast-paced environments with the ability to think quickly and successfully handle difficult clients. Excellent interpersonal skills, ability to work well with others, in support staff roles.



Highlights

	· [bookmark: 213521808SKC11]Exceptional customer service
· Exceptional communication stills
· Background in catering
· Reliable
· Staff motivation and training
· [bookmark: 213521808SKC21]Communicates effectively
	· Hospitality expertise
· Strong organizational skills
· Adaptive team player
· Detail oriented
· Guest relations





Accomplishments




Earned “Employee of the Month” at Renaissance Indianapolis North Hotel in September, 2010, June, 2012, September, 2013.

Nominated for "ROSE" Hospitality award at Renaissance Indianapolis North Hotel in March, 2013.

Renaissance Indianapolis North Hotel rated number one in our Event Satisfaction Survey.

Renaissance Indianapolis North Hotel voted hotel of the year in 2012.



Experience

[bookmark: 213521809COMP1][bookmark: 213521809JCIT1][bookmark: 213521809JSTA1][bookmark: 213521809JTIT1][bookmark: 213521809JDES1]Renaissance Hotel － Carmel, InSales Coordinator (
11/2013
 
- 
Current
)
In the role of a sales coordinator is to assist the sales department to manage monthly and annual quotas. Scheduling meetings and preparing presentations are also some of the various and flexible roles of a sales coordinator. Actualizing marketing strategies, handling contracts and maintaining business communications with clients before, during and after a sale are key parts of the sales process. Also the sales coordinator oversees all posting on social media websites.

[bookmark: 213521809COMP2][bookmark: 213521809JCIT2][bookmark: 213521809JSTA2][bookmark: 213521809JTIT2][bookmark: 213521809JDES2]Renaissance Indianapolis North Hotel － Carmel, INBanquet Setup/Banquet Server (
09/2009
 
- 
11/2014
)
In the role of Banquet Setup I maintain and refresh hotel banquet meeting rooms according to sales contract and company standards. Responsible for the physical setting up and breaking down of the function room equipment, tables, chairs, etc. and the safe handling and storage of all banquet equipment. Responsible for setting up coffee breaks and bars as needed.

In the role of Banquet Server I serve food and beverages to guests at banquet functions. I was responsible for the pre-setting the function rooms, serving the meal courses and/or maintaining any buffet stations, clearing all tables during and after each function.

[bookmark: 213521809COMP3][bookmark: 213521809JCIT3][bookmark: 213521809JSTA3][bookmark: 213521809JTIT3][bookmark: 213521809JDES3]Best Western － Westfield, INFront Desk Associate (
08/2006
 
- 
08/2009
)
Greeted all guests in a courteous and professional manner.

Greeted and registered guests and issued room keys.

Referred guests to local restaurants and recommended attractions in the area.

Processed credit card transactions during the checkout process.




Education

[bookmark: 213521810SCHO1][bookmark: 213521810SCIT1][bookmark: 213521810SSTA1][bookmark: 213521810SCNT1][bookmark: 213521810DGRE1][bookmark: 213521810STUY1][bookmark: 213521810FRFM1]IUPUI Indianapolis, INBachelor of Science: General Studies (
2013
)
Minor in Organizational Communication.

Certificate in Events and Hotel Management.


