Scarlett Elizabeth Shell
5502 Water Wheel Lane
Ooltewah, TN 37363
423-827-4981
Scarlettelizabeth11@gmail.com

Seeking a permanent full-time position with a local company in order to pay for part-time enrollment at local college.

Education
Ooltewah High School- Graduated 2012
Cleveland State Community College- Attended 2012 - Graphic Design

Skills
· Excellent customer service skills
· Office receptionist/filing
· Cashier experience
· Training experience for fast-food shift manager
· Experience in Word, Excel, PowerPoint and MS Office
· Fundraising and sales

Professional Experience

Amy Moody – (July 2014 – present)
	Duties include: babysitting in home for a 14 month old and 4 year old.

Insurance Incorporated – (February 2014 – May 2014)
	Duties included:  customer service, MVR reports, insurance quotes, and backup for receptionist of a multi-user switchboard.

McCoin, McCoin, & Bunch Law Office - (August 2013 to February 2014)
	Duties included:  skip tracing for debtors, maintaining legal, collection, and client files, backup for receptionist of a multi-user switchboard, and runner for attorneys.

Krystal- (May 2010 – August 2013)
	Duties included: customer service, cashier, drive thru, and checking food order before delivery to customer. Other duties include cleaning restaurant and equipment to ensure compliance for health inspections and assisting manager in closing the store.   


Other Activities and Awards

Civitan of Cleveland- (past 7 years) Assisting in fundraising activities to raise money for Special Olympics at annul auction.  Recruiting volunteers and volunteering for concessions and assisting special athletes with events at the Cleveland/Bradley Special Olympics. 
 
Ooltewah High School - Served as reporter, photographer, & layout on newspaper staff and sold ads for yearbook each year.

	All-County awarded during tenure on Hunter Middle School’s softball team
	

References upon Request
