Sarah LeMasters
                                          
                                                        lemasterss1225@GMAIL.COM | Thornton, CO 
303-359-0512 
Communications professional
Results driven, detail-oriented and motivated recent graduate with excellent language and organizational skills. 
Education | Competencies | Affiliations
University of colorado, BOULDER , CO


2013
Bachelor of Arts in English with a Minor in Philosophy
GPA: 3.8
Fashion institute of technology, nEW yORK, NY
2010
Fashion Merchandising Management Courses
Computer Skills 
MS Office: Word, Excel, PowerPoint, Internet Browser
Typing Skills:  80 words per minute

Honors

· Dean’s List 2011

· Dean’s List 2012

· Dean’s List 2013
· Graduated with Distinction for Academic Results
Affiliations
· Participated in Literary Buffs 
experience

Streetside geospatial operator
microsoft, boulder, co








              2014-Present
· Analyzed and classified high volumes of data for one of Microsoft’s largest products


             

· Trained others on standard operating procedures to facilitate the success of the team
· Learned various internal software programs quickly in a fast-paced environment
· Worked with the team to meet strict deadlines

CUSTOMER SERVICE REPRESENTATIVE
Teletech, Englewood, Co
        







              2010-2011                                                                 
· Learned and became fluent in the company’s benefits offerings
· Communicated via telephone and email with the company’s employees regarding available benefits packages during the open enrollment period
· Organized the team’s documents for a company of over 10,000 employees and cataloged the information using Excel
· Updated and maintained a profile for the team on the company’s benefits department’s internal communication space

Sales Associate
Haagen-dazs and rocky mountain chocolate factorY, westminster, co


             2008 & 2011
· Offered customer service by greeting customers and assisting them with their orders

· Managed other employees during nightly closing
· Balanced tills for multiple registers and reported daily earnings for a store that earned thousands of dollars each day                                                     [image: image1.png]
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Core Competencies





Detail Oriented


■   ■   ■


Analytical Thinking


■   ■   ■


Time Management


■   ■   ■


Organization


■   ■   ■


Communication Skills


■   ■   ■


Fast Learner


■   ■   ■


Interpersonal Awareness


■   ■   ■


   Results Driven 


■   ■   ■


Conceptual Thinking


■   ■   ■


Initiative


■   ■   ■


Forward Thinking


■   ■   ■


Thoroughness











