Kaitlin Passe
952-443-2303
willoeivory@gmail.com 
Pro/Phase Marketing
Victoria, MN
Work Experience
Administrative Assistant
Pro/Phase Marketing, Inc
October 2014 to March 2015
[bookmark: _GoBack]● Answered and directed incoming calls 
● Created sales packets and other marketing tools 
● Created scans and copies daily 
● Updates social media accounts on behalf of our merchants 
● Created monthly reports based off merchant's social media accounts 
● Participated in meetings to brainstorm new marketing ideas and better ways to advance the company 
● Used Microsoft Office tools daily
Guest Services Department Manager
P&J Foods, Inc
June 2013 to August 2014
Promptly and empathetically handled guest concerns 
● Handled updating pricing and current specials on P.O.P. 
● Ensured crew was updated and knowledgeable about specials we were promoting as well as price 
changes and policy changes 
● Ensured all health policies and standards were met 
● Created reports based off actual sales, sales projections, guest comments/concerns, item counts, 
etc. 
● Food Safety Certified
Education
Psychology
North Dakota State University
August 2010 to May 2012
Chaska High School
September 2006 to June 2010
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