Janelle O. Sheppard 
West Palm Beach, FL                                   631-415-8762                                                 Sheppard_janelle@yahoo.com
FRONT DESK SPECIALIST, offering experience in customer relations specializing in Quality Assurance and Administration.
SKILLS & QUALIFICATIONS
Customer Service
Effective Communicator
Team Builder  

Time Management
Detail Oriented 
Administrative Duties

HIPPA Laws

Resolve Complaints

Appointment Scheduler 

PROFESSIONAL EMPLOYMENT 
ASSISTANT SCHOOL OFFICE 

William T. Dwyer High School, Palm Beach Gardens, FL                                                                                                            2018- Current

· Provide tardy/hall passes to student and entry parents information in visitor’s logs file detentions referral

· Assists in Student Services with data entry, answering phones and file  detentions referral 

· Update Contact Information in SIS and Provided basic administrative support services to Office Manager

· Provided assistance with Records for student files over 5 years to be purge

TEACHER AIDE

Kings Kids Academy, West Palm Beach, FL                                                                                                                                 2018- Current 
· Reinforce learning of materials or skills initially introduced by the teacher

· Practice positive reinforcement to student when following instruction

· Report on student progress, behavior, and social skills to parent

· Supervise children in the classroom or on the playground
FRONT DESK- GUEST SERVICE AGENT

Courtyard By Marriott, West Palm Beach FL                                                                                                                                  2016-2018 
· Managed the registration process ask for prior booking and accommodations

· Ensured identification and quest’s credentials are accurate
· Operated hotel switchboard, take calls and provide information and transfer calls
· Answered queries regarding the hotel’s services, charges, dining facilities, sports facilities and travel directions
· Referred guests to appropriate departments to resolve complaints or provide suggestions
CASHIER 
Wendy's, Hauppauge, NY                                                                                                                                                                    2015-2016
Shoprite, Hauppauge, NY                                                                                                                                                                     2012-2014

Skyzone, Brentwood, NY                                                                                                                                                                     2015-2015

Island 16, Holtsville, NY                                                                                                                                                                      2011-2013

Commack Multiplex Cinema, Commack, NY                                                                                                                                     2011-2011

· Greet all customers and provide them with prompt and courteous service 
· Operated machines such as the fry/nuggets station, the grill, the register, and stove/oven 
· Maintained acceptable shelf, case and display conditions by stocking, cleaning, straightening and rotating product 
· Prepared product, including salads, burgers, nuggets, fries, catering orders according to recipe and established company standards
· Greet our guest ENTHUSIASTICALLY

· Provide complete information to questions

· Explain the Sky Zone court and patron policies

· Handle and enforce waiver policies

· Complete sales transactions: cash handling

· Handle concessions inventory

· Enter ALL data in computer system

· Stock front desk supplies

· Clean bathrooms and other custodial duties as requested

· Other duties as assigned

· Greet our guest ENTHUSIASTICALLY
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· Explain the Sky Zone court and patron policies

· Handle and enforce waiver policies

· Complete sales transactions: cash handling
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· Stock front desk supplies

· Clean bathrooms and other custodial duties as requested

· Other duties as assigned

HOUSEKEEPER

Holiday Inn Express, Central Islip, NY                                                                                                                                                2014-2014
· Assisted the Operations Manager in the supervision of the housekeeping and laundry operation 

· Ensured product quality standards are met and that optimum service is provided to hotel guests

· Scheduled and room cleaning assignments to ensure proper coverage 

· Ensured furnishing, guest rooms/suites, equipment, linens, and public areas are clean and in good repair to meet guest satisfaction 
Volunteer Helper 

New York Institute of Technology, Central Islip, NY                                                                                                                         2007-2008
· Filed and organized paperwork for administration staff
· Answered calls and distributed message to the appropriate recipient 
· Mailed and prepared college catalog to incoming international and domestic students  

Camp Counselor
Yes Program, West Islip, NY                                                                                                                                                               2008-2009

· Interacted with children and monitored a safe environment
· Assisted with field trips and conduct summer activities
· Transported the children on and off  the bus             

EDUCATION 

Diploma-Central Islip High School                                                                                                                                            Central Islip, NY
