Alma Mulabegovic
2233 East 2100 South Apt 32     
Salt Lake City, UT 84109       
Phone: (801)882-4088
E-mail: alma.mulabegovic@hotmail.com

Objective_______________________________________________________

Obtain an entry-level position in customer service or and clerical/financial field where my high motivation and hard work can benefit the customers and help the company reach its goals.


Summary ________________________________________________________


I graduated from Highland High School in June 2010; I am currently attending Salt Lake Community College part-time completing my general requirements. During my four year of attendance at Highland High School I participated in various extracurricular activities such as being a member of Empowering Nations, Yearbook Club, and assisting as an Office Aid for 2 years. My involvement also consisted of helping in various community service/ school campaigns and activities.
As I continue my education and employment career, I am committed to learn new skills and contribute to the success of my employer by working hard, displaying professionalism and strong work ethic, values which I have learned through my family upbringing, work and academic history.


Qualifications__________________________________________________

MS office Applications        Organization	           Multiple Phone Lines    Composed
Correspondence 		Self-Starter                   Team-Player                     
Time Management		Committed	            Listening
Conflict Resolution		Positive Attitude           Dependable
Customer Service		Attention to Detail        Interpersonal Skills
Typing 67 WPM		Customer Service         Reliable

Work 
Experience______________________________________________________

· UPS Store  (Customer Service/ Sales Associate)	                     Dec 3 2010- May 23, 2011  
      
•Deliver exceptional customer service                                             • Receive/ process packages for courier shipping							 •Sort mail into mailbox modules 
•Build boxes, Pack contents for shipping                                         •General housekeeping duties 
•Operate POS cash register system				 •Take Inventory
•Answer calls				             			•Operate copiers/ Fax machines    
•Open store/ Start programs up            

· Alan Auto Sales   (Receptionist) 			                                Jan 2009- Feb 2010 			 
•Greeting the showroom customers and assisting them by providing the information needed or referring them to the correct staff member.
•Operating the telephone switchboard by answering incoming calls, transferring callers to appropriate personnel, and taking messages.
•Documenting customers who come into the dealership, noting basic contact information.
• Maintain the lobby or reception area. 

· Atlantic Café   (Hostess/ Waitress)        			         June  2008- August  2009      

•Providing excellent customer service                                                •Greeting patrons once they are seated                           •Presenting menus to customers                                                          • Explaining menu items to customers 
•Answering questions from patrons about food and beverages          •Taking food and drink orders 
•Communicating customer orders to kitchen staff 		    •Operating cash register	

Education________________________________________________________________

· Salt  Lake Community College- (Associates)- Present
· Highland High School-(Diploma)- June 2010

Languages______________________________________________________

· English
· Bosnian (Fluent in writing & speaking) 
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