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AMIE SHEPARD
1555 Mesa Verde Dr. E, Costa Mesa Ca 92626
720.431.8788 ~ amie.shepard@gmail.com
OBJECTIVE
To acquire a position with a company that will allow me to utilize my exceptional interpersonal and communication skills in a professional and positive environment. I have a great desire to learn and grow with a company that makes a significant impact on people’s lives.
QUALIFICATIONS AND SKILLS 
Exceptional customer service skills 
Possesses a pleasant, articulate and professional phone voice 
[bookmark: _GoBack]Above average multi-tasking and time management skills 
Organized and detail oriented 
Independent worker while nurturing a supportive group environment 
Excellent sales and promotions skills 
Maintains quality, efficiency and a positive attitude under pressure 
Resourceful problem solver who quickly grasps complex situations 
EXPERIENCE
FRONT OFFICE RECEPTIONIST-PATIENT CARE-   DR. RICHARD LEE-   (March 2014- Present)
-Scheduling appointments, data and patient chart entry, phone and email communication, provides excellent patient care while assisting Dr. Lee in office procedures, organized financial transactions
BAR MANAGER, THE HORNET; DENVER, CO (2011-2013) 
Directed, organized and controlled bar staff , Coordinated staff schedule, events calendar, daily specials, purchase orders and daily Served as a liaison between upper management and the staff in administrative and Supervised the bar productivity, cost control, and quality of service
ASSISTANT GENERAL MANAGER, HUNTINGTON BEACH BEER COMPANY (2005-2010)
NATIONAL SERVICE TRAINER-RAINFOREST CAFÉ_-   DOWNTOWN DISNEY (2001-2005)



EDUCATION
CAL STATE UNIVERSITY, LONG BEACH - 2000 
Communications Major {emphasis in Hospitality Management} 

References available upon request
