Michelle L. Brown
4114 Raider Rd. Jonesboro, AR  72404
(870) 394-2720
Holleman1217@aol.com
Objective

To find employment with a reputable company where I can advance my career to its highest level and showcase my exceptional organizational, creative, customer service and leadership skills.
Skills

-Ability to analyze and solve issues

-Capable of maintaining consitent standards

-Excellent communication, organization and hospitality skills

-Broad knowledge of guest relations and customer service

-Knowledge of Word, Excel, Power point, quickbooks, print shop, Microsoft Word and current Windows Programs (Can type 55 wpm)

-Attended and received certification from Arkansas Hospitality Association

-Committee Member for Southland’s Service Recovery program

Qualifications

-TIPS Certified

-Serve Safe Trained

-PCI Compliance trainer 

-Alcohol Awareness trainer

-Graduate of Southland University (A series of 12 Frontline Learning Courses presented over a six week period that reviews subjects such as Leadership Skills, Professional Behavior, Employment Law, Interview Skills and Finance Essentials).
Education

1988 Graduate of Nettleton High School, Jonesboro, AR

1988-1990:  Attended Arkansas State University (Basics)

Experience

Food and Beverage Supervisor/Office Manager/Administration
Southland Gaming and Racing, West Memphis, AR

November 2006 to present
-Responsible for all FOH operations, 90+ Employees, Scheduling, Training, Compliance Training,
-Overtime projection reports (Prevent overtime/Keep overtime to a minimum)

-Associate Performance reports and appraisals, monthly evaluations of employees, payroll, Inventory
-Track sales of beverage servers to ensure proper accounting of beveraes and tip outs to bartenders, placed on a spreadsheet for weekly/monthly evaluations of sales
-Attendance Calendars/Call out logs, Maintain Associate Files, Typed counseling’s for other supervisor’s

as well as my own associates

-Made up spreadsheet for accounting so inventory could be entered on a weekly basis

-Made up spreadsheets for associates to input opening/closing checklist

-Utilized Power Point for training of associates

-Utilized Print shop to make beverage cards, comment cards and bar cards for the World Market Buffet

Realtor, Coldwell Banker-Stutts Real Estate, Wynne, Arkansas

October 2005 to November 2006

Listed and showed houses, completed and negotiated housing contracts, Typed and filed contracts, figured closing costs, conducted appraisals, researched housing for comparable list prices, researched financing for clients, staged houses for sale.
February 2005-October 2005-Obtained my Real Estate License

Office Manager, Money Depot of Wynne, Wynne, Arkansas

August 1996 to February 2005

Issued pay day loans, prepared income taxes, collections, scheduling and training of employees, enforce State regulations and practices, accounts payable, accounts receivable, daily, weekly and monthly financial reports, daily bank deposits, customer service, money gram, set up phone service, cashed payroll/income tax checks, updated customer accounts on a daily basis and marketing/advertising, typed, filed, answered multi line phone.
Assistant Manager, Kelley’s Restaurant, Wynne, Arkansas

February 1995-August 1996

Staffing, scheduling and training of 40+ employees, ensure service standards are being met, payroll, accounts receivable and payable, customer accounts, inventory, budgeting, quality control, counsel and coach employees, maintain employee work records, responsible for events and theme parties, responsible for writing and implementing the employee handbook and employee shift list, ensure floor charts and rotations.

Department of Finance and Administration, Wynne, Arkansas

May 1993-February 1995

Issued vehicle tags, issued driver’s licenses, reaserched titles, collected sales tax, etc. 
Office Manager, Jayroe and Company Accountants, Forrest City, AR

June 1991-May 1993
Tax returns, Payroll Tax Depostis and reports, Reconcile Trust Accounts, Filed, Typed, Made arrangements for out of town guests, Payroll (Entered payroll and issued payroll checks), Account coding to ensure transactions were credited to the proper account/department, answered multi line phone, set up conference calls and organized appointments.  
Mercantile Bank of Jonesboro

Jonesboro, AR

1988-1992

Teller, customer service, new account representative, CD’s and investments, Marketing, Switchboard, Collections, Payroll tax deposits, reconciled customer accounts, P/R and fill in Admin for President, Harold Perrin.

References:  Lynda Hogue                      870-933-2022
                                       Kim Young                         901-287-0765

                                       Juanita Smith                      870-732-5698

Salary Requirments:  Negotiable

Michelle Brown

4114 Raider Rd., Jonesboro, AR  72404
(870) 394-2720

Holleman1217@aol.com

March 9, 2012

Arkansas Counseling Associates

To Whom It May Concern:

I am sending you my resume in regards to the advertisement that was placed on the internet for an Office Manager.  

I have several years experience working in an office environment.  I am proficient in Microsoft Excel, Works, Word, Print Shop, Quicken/Quickbooks and Power Point and am able to type up to 55-60 wpm.  

I am extremely organized and detail oriented and make sure every task I endure is 100% correct.  I am upbeat, enthusiastic and enjoy working with the public. I am a dedicated employee who never calls out or is late for work.  I am currently working in West Memphis, however, I have recently moved back to my hometown of Jonesboro and wish to seek employment there.  

If you have any questions, please feel free to contact me at the phone or email listed above.
Thank you for your consideration.

Sincerely,

Michelle Brown

