Jessica Serban
2100 Berwyn Street, Philadelphia, PA 19115 | 215-694-2149 | jessicaserban@hotmail.com	
Objective
To work in a professional environment where I can utilize my skills and experience to achieve company goals, while continuing to learn and develop new skills.
Skills & Abilities
Management
Assistant Manager positions held requiring management of operations, hiring and training new employees, and sales with focus on achieving monthly company goals.  
Sales
Point of contact for new membership registrations. Responsibilities included hosting tours and information sessions, marketing and completing new client registrations.
customer service
Primary point of contact for managing customer grievances and account issues, seeing each to resolution with customer focus at the core of each interaction.
Experience
FRONT DESK RECEPTIONIST | MASSAGE ENVY | NOVEMBER 2017 – PRESENT
Handle all front desk operations including answering phones, filing, scheduling appointments & any customer complaints. Inform all new guests of the wellness plan. Sign new clients. 
assistant manager | blink fitness | march 2017 – January 2018
Managed the grand opening of new Philadelphia location. Trained and hired new employees. Signed new clients. Four of four monthly goals achieved. 
assistant manager | giant fitness | june 2016 – march 2017
Primary responsibilities in customer service including signing up new clients, renewed past clients and managed account issues and grievances. All customers were satisfied with experiences. Trained new employees and managed daily deposits.
administrative assistant | peter underround UTILITY | june 2014 – December 2016
Handled all office operations including answering phones, paperwork, scheduling jobs & invoice management. Ordered parts and supplies for upcoming jobs and ensured staff oriented to rules, regulations and details prior to each job start date.
Education
NON-DEGREE seeking | 2014-15 | bucks county community college
General Studies
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