Casey Alexandra Smith
Phone: 469-360-4892
Email:  Smithkc88@gmail.com
LinkedIn:  https://www.linkedin.com/in/smithkc88
I N T R O D U C T I O N
Enthusiastic and well-organized with outstanding telephone, scheduling and documentation skills. Background in data entry, schedule management and event planning. Reliable, competent, excellent communication and computer skills. Meets deadlines and goes above and beyond basic administrative tasks, taking on multiple projects at once. Excellent work ethic and strength in boosting company morale.
W O R K   H I S T O R Y
Girl Scouts of America, Customer Service Retail Representative
08/2014-01/2015
Team member for this national non-profit organization.  Position involved customer service and inventory maintenance for their only retail outlet in the state of Colorado. Requires both face-to-face client interaction and management of e-commerce orders/sales from across the state. Duties include:
· Sales/Customer Service 
· Answering phone 
· Window and in-store displays 
· Inventory receipt/maintenance of merchandise 
· Responding to e-commerce orders 
· Overseeing fulfillment of e-commerce orders 
· Use of POS cash register/Cash management 
· Ordering product/inventory under direction of manager 
MSU Denver/Office of Academic & Student Affairs, Student Administrative Support 06/2012-05/2014
Provided administrative duties and support for the office of the Provost at this state institute of higher education. Role includes customer support via personal interaction, phone and email and requires discretion and security in managing transcripts, salary supplement forms and financial documents within the office. In addition, role involves being a resource for general questions and a multitude of forms needed to ensure students have access to the necessary tools to manage their enrollment at MSU. Other administrative duties included:
· Copy/Scanning/Filing documents in centralized filing system 
· Use of Excel to coordinate meeting rosters 
· Assist in preparation needs for a variety of meetings 
· Manage Provost meeting records/files 
· Assist in managing departmental travel records 
· Coordinate collection of faculty evaluations 
· Maintain inventory of departmental office supplies 
· Coordinate and issue Certification Documents for various educational departments 
· Adobe Professional for developing/editing PDF files 
· Use of Banner – administrative software utilized by higher educational facilities 
· Posted content to Word Press Content Management System for website 
PCS Mobile, Marketing Assistant






01/2011-05/2012
Provided support for marketing department and administrative duties for the entire office. Responsibilities are varied and included the following:
· Answer phone and route calls appropriately 
· Interact with clients as needed 
· Assist in reconciling expense reports 
· Maintain and monitor product demo pool (includes cleaning hard drives) 
· Database maintenance/entry 
· Shipping/Receiving 
· Support for event management 
· Scan/Copy/Fax Documents as needed 
· Special Projects as requested/needed 
Experience in working with various MS Office Suite products and Sage CRM system. I also have experience with the Nortel Networks Phone System
Kristina’s Studio of Dance, Teaching Assistant 




01/2008-05/2009

Responsible for assisting teachers with students ranging in age from 4yr-early teens. Duties include:
· Assist in choreography process 
· Teach technique and choreography 
· Manage students when teacher must leave classroom 
· Maintain class attendance rolls 
· Offer one-on-one assistance with student who require additional help 
· Music preparation 
Position required assisting with the organization/coordination of extra studio events including; rehearsals, recitals, and other events as needed. Role also requires the ability to interact with children in various age groups while maintaining a leadership position. Skills include being able to provide direction while enforcing discipline guidelines---yet ensuring the environment is fun and friendly. In addition, being able to address the parents of the students and communicate areas of concern or problems in a positive and non-threatening manner.

E D U C A T I O N
Metropolitan State University of Denver – B.A in Behavioral Science/Minor in Business

May 2014
St. Anthony’s Academy – H.S. Diploma







May 2006
A F F I L I A T I O N S
Sigma, Sigma, Sigma Sorority - National women’s  sorority with membership of more than 100,000 members. Tri-Sigma is a member of the  National Panhellenic Conference and hosts chapters on more than 110  college campuses and 89 alumnae chapters in communities all over the world. Involved in a variety of leadership roles including;
· Recruitment Drives
· Fund Raisers
· Formal Group Events
· Community Service/Volunteering
· Philanthropy Events
· Community Service Projects
A W A R D S
Grayson College Dean’s List – Fall 2008
Grayson College President’s List – Spring 2009
S K I L L S & C E R T I F I C A T I O N S
· Proficient in Microsoft Office Suite
· Acrobat Adobe Professional 
· Dreamweaver
· Experience in Web Research 
· CRM 
· My Emma – Marketing Automation 
· Banner – Education Administrative Software 
· Word Press (CMS) 
· Experience w/ numerous multi-line phone systems 
· Unity Programming Software
