Joan McCabe

464 East 7th Avenue

Durango, Colo. 81301

(970) 385 –7754

mcred@frontier.net
http://www.frontier.net/~mcred

Objective

· To achieve a high energy customer relations position within the sports and fitness industry.

Experience

· 1987 to present, Durango Sports Club, Durango, Colo. 

Operations Manager – Responsible for the hiring, training and scheduling a staff of 12, processing of accounts receivable, including electronic funds transfers and purchasing/inventory of pro shop merchandise. Created and coordinated special events.  Managed sales and front desk operations, achieving a 300% increase in membership over the last 10 years. Researched and implemented a more efficient computer software program for membership management. Designed an employee policy and procedural manual for training.

Aerobics Director – Directed a staff of 15 instructors, scheduling over 100 classes each month, processing a monthly calendar for members. Critiqued classes to offer safe, quality instruction for students. Formatted new classes for instruction, training instructors for specified classes. Taught an average of 4 classes per week, including Step, Toning, Low-Impact, Cardio Kick-Boxing and Water Aerobics.

· 1985 to 1986, Dr. David Bernfield, D.D.S., Durango, Colo.

Office Manager and Chair Side Assistant – Organized a new dental office, scheduled appointments, invoiced and processed insurance billing, maintained patient charts and assisted in dental procedures.

· 1983 to 1985, Dr. Robert Volger, D.D.S., Durango, Colo.

Office Manager – Performed receptionist duties including scheduling appointments, processing invoice and insurance billings and maintaining patient charts.

· 1978 to 1983, J.C. Penney Co. Durango, Colo.

Catalog and Floor Sales – Sales and processing of catalog orders, shipping and receiving of store merchandise, participated in store fashion shows.

Education and Certifications

· George Washington High School, Denver. Colo., graduated 1974

· Nationally Certified Aerobic and Kick Boxing Instructor, Aerobics and Fitness Association       

       of America (AFAA)

· Efficient with Microsoft Word, Publisher,Outlook and Excel

