CYNTHIA L. MAJURE_____________________________________________    ___________________ 121 Booth Circle
                          Ocean Springs, MS 39564                (228) 875-0578               cynthia_majure@yahoo.com
Professional Experience:
Dec. 2002 -
Hampton Inn Hotel
Jan.  2000
3458 Hwy 98, Hattiesburg, MS 39402   (601) 264-8080

Position: Front Desk Assistant
Supervisor:   Jennifer Pender

Duties: Professionally welcome guests registering for hotel accommodations and provide them with prompt service and information; receive, arrange, book, forecast and cancel reservations using Holidex reservation system; accept and compile payments for guest accounts; daily cash balance.

Jan.  2000 -
Beau Rivage Resort
Feb.  1999
875 Beach Blvd, Biloxi, MS 39503     (228) 386-7111

Position: PBX Operator
     
Supervisor: Wendy Cooley

Duties: Monitor multi-line phone system; direct calls throughout resort; take messages for resort personnel; page guests on public announcement system; input and monitor electronic wake-up calls; manually call VIP wake-ups.

Position: Front Desk Assistant
Supervisor:   Jeff Thomas

Duties: Professionally welcome guests registering for hotel accommodations and provide them with prompt service and information pertaining to all aspects of the hotel, casino and surrounding community; receive, arrange, book, forecast and cancel reservations using Springer Miller, IGS Smart and Tandem systems; accept and compile payments for guest accounts.

Feb. 1999 - 
Jackson-George Regional Library System
Oct. 1993
3214 Pascagoula Street    Pascagoula, MS 39567    (228) 769-3060

Position: Library Assistant I
Supervisor:  Julia Holmes

Duties: Assume responsibility of operation of library, including supervision of personnel, in absence

of manager; prepare statistical, financial, end-of-month and other reports as required; merchandise

materials through displays, fliers and programs; balance and deposit cash daily; manage supply 

inventory and filing system; schedule use of library facilities, such as meeting rooms and study rooms, 

and maintain records of applications on file; process and repair books; train new personnel; assist 

manager in ordering books; assist in providing service to patrons; attend System meetings.


Position: Library Clerk I

Supervisor:   Bill Majure

Duties: Use and teach library system(s INLEX automation system (including circulation, reserves and on-line catalog); provide service to patrons; assist public in use of equipment and computers; assist in maintenance of collection through weeding and repair; process book orders on computer for manager.

Position: Administrative Assistant
Supervisor:   Jane Bryan

Duties: Maintain filing system; balance and deposit cash daily for three libraries; typing, filing; sort and distribute mail; bulk mail-outs; assemble and mail packets for Board meetings; operate multi-line phone system; assist Administrative staff.

Mar. 1990 -
Walt Disney World, Magic Kingdom Theme Park, Lake Buena Vista, FL

Aug. 1989
P.O. Box 10,000     Lake Buena Vista, FL 32830    (800) WDISNEY

Position: Food/Beverage Hostess
Supervisor:  Paulette Shackleford

Duties: Attend classes for high-volume business/cash management while working as hostess in theme park; rotate to different departments for training; high-volume cash handling and balancing; assist with crowd control.
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Professional Summary:
Results-focused, innovative and dependable professional with proven experience in multiple customer-service settings.  Strong executive presence coupled with excellent presentation skills.  Working knowledge of computers using WordPerfect, Microsoft and specialized software applications.  Consistently recognized for exceptional organizational and planning abilities, excellent interpersonal relations and customer service skills.  Strong customer focus with special skills of:

· 70 WPM Typing

· Operating 10-key by touch

· Computer and Internet experience

· Multi-tasking in a fast paced environment

· High-volume cash handling

· Speak some French and Italian

Education and Training:
University of Southern Mississippi, Hattiesburg, MS

B.A. in French (with teaching license); 3.8 GPA.
Mississippi Gulf Coast Community College, Gautier, MS

Awarded Associate of Arts (with Honors) in Business/Communications; 3.8GPA.
Mississippi Gulf Coast Community College, Gautier, MS

Continuing Education Program: Sign Language; awarded Certificate of Completion
Disney University, Lake Buena Vista, FL

High-volume Business Management ((Business Disney-Style(); awarded Certificate of Completion

Attended training classes for Microsoft Word, WordPerfect, and Lotus 123 sponsored by various employers; training classes for customer service, handling problem patrons, book repair and collection development sponsored by Jackson-George Regional Library System; counterfeit bill recognition, crowd control, and employee scheduling for special events sponsored by Walt Disney World.

Honors and Activities:
· President(s List Scholar (4.0 GPA)

· Golden Key Honor Society Member

· Phi Theta Kappa Member

· Merit Scholarship Recipient

· College Recruitment Team Member

· President of college choral group

· Public speaking award winner (college and community)

