JACQUELINE ANN AUDREY HJELM
6515 WEST KINGSLEY AVENUE
LITTLETON, COLORADO 80128
(720)854-9389
Education:
	Columbine High School, Graduated 2011.
Community College of Denver, maintained GPA 3.5 or above, consecutively made Deans List throughout studies. 
Employment:
Oct.2013-Mar.2014   Elements Therapeutic Massage: Front End Operations 			                                   Managing client base for therapists including sales of therapy     				           sessions. Billing for services and scheduling future appointments.
 
Aug.2013-Oct.2013   Best Buy / Geek Squad Customer Service Agent: 
                                    Pin point technical problems, answering phones, scheduling Geek
                                    Squad appointments, running cash register and ensuring Customer 
                                    satisfaction. 
                                                                                                   
Aug.2009- Aug.2013	Life Line Family Services: Receptionist/Administrator                                Answer phones, setting up personal care programs, schedule client care provider visits and performed supervisory oversight.
Volunteer/ Community service:
2013-2014	Volunteer: Personal Touch Senior Care 		                      Helping seniors living at home with day to day activities to help maintain independence 
Nov. 13, 2010  	Volunteer: Community Day (Columbine High School)             Working with the school store selling products carried in the store and aiding in the clean up. 
Sept. 25, 2010	Volunteer: Emily’s Parade (Columbine High School)                   Selling refreshments.
May 8, 2010	Volunteer: Craft Fair (Columbine High School)                                    Selling t-shirts, flowers, and aiding in the cleanup of festivities.
April 7, 2009	Volunteer: Blood Drive (Columbine High School)                      Passing out cookies and juice to the donors. 
Skills:                                                                                                                                               Excellent communication, problem solving, work ethic, computer skills, great people skills, enjoy helping people, willing to learn, energetic, flexible, enjoy working with the public and in working in a team environment, entrepreneurial professional.
Reference:               Available upon request.
