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Recruiter/Human Resource Administrative Assistant/ Experienced Retail Supervisor
Key Skills
Administrative support professional offering versatile office management skills and proficiency in Microsoft Office programs. Strong planner and problem solver who readily adapts to change, works independently and exceeds expectations. I am able to juggle multiple priorities and meet tight deadlines without compromising quality. Some responsibilities were booking/canceling/rescheduling interviews, reviewing resumes, accepting calls and answering any questions about current positions. 

Experienced retail supervisor known for exemplary customer service, team player mindset and exceptional cash-handling accuracy. Courteously greet customers and efficiently process transactions within busy, fast-paced retail environments. Operate cash register, scanners and computers to itemize and total customer purchases; collect payments and make change for cash transactions; and balance drawer at the end of each shift whenever needed. Some responsibilities were stocking, floor-sets and opening/closing procedures in the Jewelry department. 


	Reviewing Resumes 
	Recruiter

	Exceptional Customer Service
	Employee Management 

	Merchandising and Display and Stocking
	Problem Solving

	New Product Introduction
	Inventory and Pricing Controls

	Computer/POS Scanning Use
	Loss Prevention

	Retail Sales 
	Ownerville database 

	Cash-Handling Accuracy/ Credit Card Transactions
	Microsoft knowledge 2007/2010/2013












Professional Experience
Best Buy  Front End Leader 10/12 to Present
Prospect Promotions   Human Resource Administrative 2/12 to 6/12
Kohl’s  Jewelry Supervisor 10/07 to 1/12
Brazoria County Center for Independent Living  Office Helper
6/06 -7/06, Seasonal/Temp
Angleton Library  Helper 6/05 to 7/05, Seasonal/Temp
Angleton Library  Helper 6/04 to 7/04, Seasonal/Temp
Angleton Library  Helper 6/03 to 7/03, Seasonal/Temp
Excelled in role requiring the ability to handle a variety of customer service and administrative tasks and resolve customer issues.
Demonstrated proficiencies in telephone and front-desk reception within a high-volume environment. Calmed upset/angry customers, researched and rapidly solved problems 
Displayed a positive, helpful attitude on a daily basis that was consistently praised by customers and employees alike. Backed by excellent interpersonal skills and a commitment to customer service that has been described as “second-to-none” by customers. 
Advanced skills in MS Office Suite (Word, Excel, Access, PowerPoint and Outlook) demonstrated ability to learn new computer programs quickly.
Demonstrated ability to quickly learn organizational processes, workflows, policies and procedures of various companies.

Education
Angleton High School-High School Diploma May 2007
San Jacinto Community College-General Studies Continuous 
	



