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Promoted to store manager within 2 months of working in the company. I managed a 
store that made $12,000 a week and in a year I was transferred to a store that made 
$33,000 a year in its peak season. I was responsible for all aspects of the business 
including cash handling, records of deposits, ordering, scheduling, and typical day to 
day cash flow.

EXPERIENCE

Reservationist/Dispatcher
ABC Corporation - OCTOBER 2000 – FEBRUARY 2001

 Responded to requests for information from potential guests.
 Scheduled upcoming reservations received via telephone and 

internet.
 Recorded changes in reservations including; number of guests, 

requests for amenities, arrival and departure dates and cancellations.
 Corresponded with groups to answer special requests for rooms and 

rates.
 Created effective promotional materials to increase sales potential.
 Verified daily printouts of guest arrivals and departures.
 Office duties including faxing, filing, and organizational practices.

Reservationist 
ABC Corporation - 1995 – 2000

 Oklahoma City, Oklahoma Customer service.
 Assisting business oriented, high volume renters.
 Quoting rates, modifying previously booked reservations.
 Assistant to the supervisor, typing, filing, figure gathering and 

calculations for daily, weekly, and monthly reports.
 Assisting in answering department questions, maintaining up-to-date 

and consistent reference material.
 Assist for new hires, answering questions, one on one training 

assistant.
 Typing 65 - WPM and 10 - key..

EDUCATION
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SKILLS

Extensive knowledge of rules and regulations in the healthcare field PSW/CNA 
graduate CPR certified Understanding of the System of Operations when handling 
patients Proficient in all aspects of Microsoft Office Suite Type 45-50 wpm Ability to 
multi-task.
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