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Experience providing excellent customer service. Highly organized with attention 
to detail and the ability to multi-task. Excellent written, oral, and interpersonal 
communication skills. 

DECEMBER 2006 – JUNE 2011
DESK MANAGER/ANALYST - ABC CORPORATION

 Provide excellent customer service to all members and non-members of the 
club.

 Schedule tennis and racquetball reservations via a multi-line phone system and 
computer.

 Coordinate tennis and racquetball league set-up within West James Courts.
 Market the West James Junior Program through correspondence within the 

various elementary, middle, and high schools in St.
 Opening and closing procedures for the club; including the handling of money 

and bank deposits.
 Worked on a team in a high stress environment to resolve membership and 

related issues.
 Served as an onsite coordinator for specialized events hosting participants.

2001 – 2006
DESK MANAGER - ABC CORPORATION

 Responsible to greet guest; Check-in guest upon arrival; Manage the arriving 
guest expectations at the start of the event; Checklist maintained at the 
opening, mid-day and closing; Answering phone, booking parties; Call to ensure 
that party parents will.

 Party Pro/Coordinator and Host- Role is to work to make each participants 
experience a memorable one.

 Responsible to judge the entertainment needs of each participant, and adjust 
accordingly.

 Review the specifics of the party by reviewing and understanding the event 
information sheet; Responsible for orientation, such as ensuring the party 
understands the safety rules and demonstrate how best to use the equipment; 
Supervise the bounce room.

 Supervise children and serve food.
 Work camp; makes sure that children are entertained, have a set schedule, and 

come up with activities and theme for duration of camp.
 Make sure that cleaning duties during the day and at closing meet standard 

closing checklist.
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EDUCATION

Associates in Fashion Merchandising - (Stautzenberger College - Toledo, OH)

SKILLS

Management, Communication Skills.

2


	December 2006 – June 2011
	Desk Manager/Analyst - ABC Corporation
	2001 – 2006

	Desk Manager - ABC Corporation
	Education
	Associates in Fashion Merchandising - (Stautzenberger College - Toledo, OH)

	Skills

