Sabrina Wilsdon 
BOULDER, COLORADO. SABRINAJEANSTEWART@GMAIL.COM. (720).771.7012 
PROFILE  
I have experience in administration and have recently graduated with an Office Skills  Certificate from Eastern New Mexico University in Roswell, New Mexico. I have experience  in a variety of fields but at this time I am most interested in finding employment in  administration and assistance. I feel my skills and my personal interests lend  tremendously to this field as I am a highly organized person.  
EXPERIENCE  
OFFICE ASSISTANT AT PARKVIEW ELEMENTARY, ROSWELL NEW MEXICO  — AUG. 2019 - MARCH 2020  
Affectively answered phone calls for office employees, assisted supervisors in scheduling  and ensuring the office ran smoothly, organized and filed paperwork and worked directly  with guests to field any questions or concerns they had.  
PET SITTER AT SABRINA’S PROFESSIONAL PET CARE, BOULDER COLORADO   — JULY 2012 - PRESENT  
Successfully self-promoted my small business within the Boulder community, cared for  cats and dogs by walking, feeding and exercising them to their appropriate needs.  
SERVER AT MORNING STAR SENIOR LIVING CENTER, BOULDER COLORADO   — NOVEMBER 2017 - AUGUST 2019  
Maintained current knowledge of food menu to provide optimal service for guests, was  responsible for taking orders and delivering meals quickly, assisted residents in providing  the appropriate meals and worked with a team of four to efficiently complete tasks.  
FILING CLERK AT THE UNIVERSITY OF COLORADO, BOULDER COLORADO   — AUGUST 2017 - MAY 2018  
Operated a professional printer to digitally scan documents for supervisors, responsible  for maintaining an organized file room, ensured all files were properly arranged by  alphanumeric code and worked with a team to complete assignments. 

FRONT DESK AGENT AT THE QUALITY INN, LOUISVILLE
JUNE 2021 - PRESENT
As the guests first point of contact I am responsible for providing a memorable welcome and departure experience to each guest. My responsibilities include registering guests, managing online and phone reservations,  providing information about rooms and rates, settling guest accounts upon checkout,  responding to clients’ complaints in a timely and professional manner and maintaining a clean and positive workspace. I been trained people for the front desk when hiring. 

EDUCATION  
Eastern New Mexico University Certificate of Training in Office Skills; GPA: 4.0 — 2020  Fairview High School; May 2017  
SKILLS  
Customer Service, Able to Communicate Effectively, Professional Phone Etiquette,  Microsoft Office and Efficient Filing,  PMS and POS system, Train people for the front desk when needed.  
ATTRIBUTES  
I am eager to learn and extremely resourceful, I strive to use my listening skills to become  more knowledgeable while offering the knowledge I currently have. I am teamwork  oriented and pay attention to detail while maintaining my creativity. I appreciate  constructive criticism and aspire to be the best employee I am able to be.  
