Devin D. Johnson

3955 South Algonquin Drive Apt. 178 Las Vegas, NV 89119
Email: d johnson2@lafilm.edu
Cell: (725) 261 - 9502

M

To Whom It May Concern:

Thank you for posting your job opening for Front Desk Administration, CSR. The job details in the
criteria fit my skill set very well. I have had over seven years of experience as a Front Desk and
Customer Service Representative starting with handling reservations and check-ins, night audits, to
filing maintenance work orders, registrations with the city and state, past due bill collections, evictions
and repossessions.

If it is possible to further discuss the details of the position please feel free to contact me at:
(725) 261-9502 or email me at d.johnson2@lafilm.edu.

Thank you for your consideration.

Sincerely,

Devin D. Johnson






®
Devin D. Johnson
3955 South Algonquin Drive Apt. 178 Las Vegas. NV 89119

Email: d.johnson2@lafilm.edu
Cell: (725) 261 - 9502

Objective:

Secking a Front Desk or Administrative position in a fast paced, welcoming and friendly
environment; where my extensive experience in Customer Service may be most appreciated
and strengthened not just for the growth of the company, but to better satisfy the needs of our
patrons. '

Education:

The Los Angeles Film and Recording School
Los Angeles, CA
June 2011 / Audio Production & Engineering / Associate of Science in Recording Arts

Experience: -

Check-in Rental / Sales Agent
Sixt Rent-A-Car Las Vegas, NV
Sept/2014 — Feb/2015
¢ Reservations, upgrades, insurance and protection coverage plan sales
* Returns, Insurance and accidents claims, registration update, inspection and cleaning.
¢ Billing Collections, fleet managing, handling and reporting Customer Service
Satisfactory Statistics for branch administration.
Senior Advocate/ Marketer/ Driver
Friends Helping Friends Las Vegas, NV
July/2014 — Present
e Patient Intake, Transportation, and follow up.
e Communications, Event Hosting, Case Management.
e Patient Advocacy
Research Associate
Precision Opinion / Center For Disease Control And Prevention Las Vegas, NV
April/2013 — October/2014
¢ Interviewing Patients collecting and reporting confidential Immunization data.
¢ Marketing Healthcare and Health Insurance Services.
Front Desk CSR
Howard Johnson (Airport Inn) Las Vegas, NV
AUG/2008 — FEB/2009
e Head of Security and property patrolman.
¢ Front Desk Reception, Night Audit, Room Service.
e Shuttle Driver.
Front Desk CSR / Porter
Extended Stay America (Homestead Studio Suites Las Vegas, NV
APR/2007 - SEP/2008
e Front Desk Reception, Overnight Check-in.
e Room Service, Porter.

Activities:

At No Other Way Ministries, I am the Praise and Worship music coordinator, video and audio
editor, a graphic designer, as well as manager of the Media Ministry. I have an advanced
computer literacy especially with using Microsoft Word, PowerPoint, Excel, Adobe
Photoshop, iMovie, Final Cut Pro, Garage Band, and Soundtrack Pro, Pro-Tools, Logic.
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