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(619)368-0765

Objective: My objective is to create a positive and friendly work environment. I have great leadership skills and I always take initiative to get the job done. I have worked in hospitality for 4 years and have experience in customer service for 8 years . I work diligently and I am a great asset to the company because I can work well under pressure. I am punctual and a fast learner . With my experience and skills, I can oversee and efficiently delegate taskings to other staff members and employees. I have great communication skills and work great with the team. 


Work Experience: 

The Service Company 2020- current 
· On-Site Event Lead 
· Daily check in and check out logs 
· Submitting logs to management 
· Assisting employees to their post 
· Front desk registrations responsibilities 
· Overseeing staff members 
· Delegating positions to employees 
· Data entry 
· Repair reports for management 

Abba Bail Bonds 2016-2020
· Bail Bonds Manager 
· Receiving payments 
· Making daily deposits 
· Setting up clients payment plans 
· Inputting information into the database 
· Following up with clients to make their court appearance 
· Answering phones when clients are incarcerated and scheduling arrangements to get them further assistance to be released
· Filing paperwork and documents 
· Weekly reports and data logs filed and sent to corporate office 
· Filing bonds at the jail house to bond clients out 
· Assessing qualifications 
· Going to court to pay bail 
· Facilitating Open and Close procedures 

Administrative Specialist 2017- 2020
· Cash2Jail admin 
· Jane Un Bail Bonds admin
· Abba Bail Bonds admin
· Adding content to create promo 
· Submit Raffles and giveaway ads 
· Daily posts and content updates 
· Responding to customers via Facebook and Instagram inquires 
· Rotating promo material to each account 
· Reporting weekly analytics via metrics outline 
· Special events coordinator for promotions 
· Handing out awards and gift bags 

Certifications 
· Bail Bonds License and Training 
· RBS Certified 
· Food Handlers License 

References
· Available upon request

