CHELSEA LOPEZ

C: 602-486-8573 | junebuglopez23@gmail.com

Executive Summary

High-energy Manager successful in building and motivating dynamic teams. Cultivates a company culture in which staff
members feel comfortable voicing questions and concerns, as well as contributing new ideas that drive company growth. Would
like to obtain a position that utilizes my 5 plus years experience in management and the administrative field.

Core Qualifications

Staff development e Quickbook's Skilled
¢ Policy/program development e Microsoft word
e Supervision and training o Excel
e Account Management e Sound judgment
e Administrative Skills e Calm under pressure
e Customer Relations e Computer-savvy
e Cost Reductions e Complex problem solving
e Employee Scheduling e Team Player
e Expense Control e Communication skills
¢ Facility Management e Hard worker

e Purchasing Interpersonal skills

e P&L Management e Organizational skills
¢ Reconciling e Loyal
e Inventory

Professional Experience

Office Manager 04/2013 to Current
CR Cooling and Refringeration, Inc Wickenburg, AZ
Delegated a team of 7 employees including office staff as well as technicians. Oversaw and operated many duties within the job
such as scheduling, accounts receivables / accounts payables, invoicing, parts ordering, pricing, estimates, trained staff members
and technicians to the qualifications of their job title's, decreased cost of goods, increased income revenue, and handled all

customer service calls. Held weekly meeting to increase communication within the work place as well as with customers.

Assistant Manager 12/2011 to 04/2013
Subway Wickenburg, AZ
Trained and hired all new employee's, delegated all job responsibilities and oversaw work done. Motivated employees to be better
at not only their jobs but in their attitudes. Led employee monthly meetings of over 15 employess and implemented new methods
to increase both customer and employee satisfaction and increase company revenue. Alleviated problems within the work place to
keep running's of business smooth.

Teacher 10/2010 to 01/2012
Tots Unlimited Glendale, AZ
Managed a class of minimum of 6 one year old's, 13 was the max with another teacher in the room. Created weekly activities for
the class to do, cleaned, taught children, and did the required hourly diaper changes.

Teacher's Assistant 07/2008 to 06/2009
The Aces Peoria, AZ
Assisted Teacher in teaching courses within the education academics, grading papers, helping students with their work,
administered medication to students that required them, and assisted behavior tech in classroom with students that needed
correction.

Education
Cosmetology 2010
Avalon School of Cosmetology Phoenix, AZ
Received professional training courses on business relations and development
High School Diploma 2006

Peoria Accelerated High School Peoria, AZ



References

Baron Campbell, Owner

CR Cooling and Refrigeration, Inc
Cell; (602) 466-0313

Email: crcooling@msn.com

Tre Oswald, Technician & Friend
CR Cooling and Refrigeration, Inc
Cell: (623) 229-4857

Michele VonHagen, Administrative Assistant
CR Cooling and Refrigeration, Inc

Office: (928) 231-5010

Cell: (641) 903-1582

Tommy Hoffman, Manager (former supervisor)
Subway
Cell: (928) 231-5113

Karen Rasmisen, Friend
Cell: (435) 757-7730

Geneta Campbell, Office Manager ( former supervisor)
CR Cooling and Refrigeration, Inc

Cell: 928-231-2986

Email: iamgeterbugl@yahoo.com



