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EDUCATION	
Excelsior College  Online College through Albany, New York				      2014 - 2015
Bachelors of Science – GPA 3.7 (Inducted into Sigma Zeta Chapter of Alpha Sigma Lambda National Honor Society)

Fashion Institute of Technology  Manhattan, New York		                                2012 - 2013
Associates in Jewelry Design, GPA 3.56 (Graduated Magna Cum Laude)

Monroe Community College  Henrietta, New York			                                2009 - 2011
Associates in Liberal Arts (Health Related)
	Became a certified EMT-B through a college course at MCC

Victor Senior High  Victor, New York						                   2004 - 2008
High School Diploma in General Studies, GPA 3.6

WORK EXPERIENCE

Gigi’s Cupcakes   Littleton, Colorado						            July 2015 – Present 
Cupcake Decorator				(35-40 hours per week)
· Greet clients, and assist them in ordering/purchasing orders
· Decorating cupcakes, both for store and special occasions
· Assist in cleaning duties such as dishes, sweeping, and mopping 

Sephora  Victor, New York					    	          December 2013 – June 2015
	    Littleton, Colorado           						           July 2015 – Present 
Cashier						(5-15 hours per week)			                
· Greet clients, and ensure they are able to find what they need
· Assist clients in completing their purchase
· Assist clients in online ordering for products that are out of stock in store
· Restock brands at the end of the evening, as well as hygiene stations
· Vacuum floors, Lysol counters, and Windex mirrors as needed at the end of the night
· Help train new associates on Cash Wrap (register) procedures
· Maintain organization at Cash Wrap, ensuring items are fully stocked and clean
· Answering phone calls, answering questions, and ensuring clients get the appropriate person 

Screenvision  Henrietta, New York	          					October 2013 – June 2015
Digital Trafficking Coordinator			(40 hours per week)	
· Manage creation of new campaigns in IBMS
· Create assets for new campaigns, both Exhibitor and National Clients
· Evaluate incoming creative using Photoshop, QuickTime Player, JPEG images and PDFs
· Maintain existing campaigns using Microsoft Excel documents
· Running data reports to ensure campaigns are properly placed
· Answering questions via phone and email (Microsoft Outlook)
· Participate in weekly meeting to go over new National campaigns
· Create report needed for weekly meetings using Excel (distributed to outer offices as well internally)
· Occasionally run the weekly meetings with external offices conference calling
· Create “How-To’s” using Microsoft Word
· Creating spreadsheets in Microsoft Excel to maintain order for various projects
· Organizing and filing paperwork for several departments (Campaign Management, Finance) 
· Create spreadsheets to purge previous files, to ensure adequate room for filing new campaigns
· Prepare boxes to be shipped for storage of completed files
· Train new hires on inserting new campaigns, as well as allocation
· Troubleshoot problems that may arise, and assist in removing the issue

AP Professional (Temporary Staffing Agency)
	Screenvision        Henrietta, New York	          			October 2013 – January 2014
	IBMS Campaign Maintenance Temp	(40 hours per week)	(Temporary Position)

Davie Kaplan Accounting  Rochester, New York	             September 2013
Front Receptionist			(40 hours per week)      	(Temporary Position)

Canandaigua Theaters  Canandaigua, New York		        	August 2007 – August 2012
Assistant Manager/Projectionist/Concessions	(30 hours per week)      	Left voluntarily
Responsibilities include:
· 
· Selling and refunding tickets and concessions	
· Putting together movies and threading films
· Completing Hours for Payroll (in Excel)			
· Making Schedules for Employees
· Counting Money and making the nightly cash deposit
· Answering the phone and handling customer complaints


Adecco  Rochester, New York					             February 2012 – June 2012
Hiring Logistics Specialist (In-House Associate)	(40 hours per week)	Left voluntarily
Responsibilities include:
· 
· Managed the onboarding placement for large contract hires			
· Developed strong employee relationship management skills			
· Resolving challenges candidates faced each and every day			
· Helping to train new associates
· Answering and making phone calls	
· Working with the following programs:
· Smart Search	○ eService	○ Custom Match	○ Contactual
· 

AP Professional (Temporary Staffing Agency)
Sutherland Global Services  Fairport, New York	                   January 2012
Payroll Consultant--Data Entry		(40 hours per week)            (Temporary Position)

Hollister Co  Victor, New York		                 		      August 2008 - April 2010
Floor Model (Sales)	Floor Model (Sales)				(20-30 hours per week)       (break in dates) Left Voluntarily

Taco Bell  Victor, New York		                 			      December 2006 - August 2007
Cashier					(20 hours per week)             Left voluntarily

Dunkin’ Donuts  Victor, New York		                 		      April 2006 - December 2006
Cashier					(15 hours per week)	      Left voluntarily

SKILLS
While in college, the following computer classes were completed:
· Introduction to Microsoft Windows, Final Grade of A
· Introduction to Microsoft Word, Final Grade of A
· Introduction to Microsoft Excel, Final Grade of A
· Keyboarding I, Final Grade of A; typing 75 words per minute.
Some other skills that I have are being very friendly, courteous, responsible, hardworking, and trustworthy. I am very detailed oriented, and incredibly organized. I also took at class in Emergency Medical Services-Basic.
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Christina Jones   Head Decorator/Wedding Events at Gigi’s Cupcakes (current supervisor)
		    Known since June 2015
		    Phone: 720-879-4160

Michelle Smalley  Director at Screenvision (direct supervisor)
		     Known since October 2013 (Screenvision)
		     Phone: 585-613-8833

Chad Robertson   HR Director at Screenvision
		     Known since October 2013 (Screenvision)
		     Phone: 585-267-9823

Josette Battaglia  Manager at Sephora (direct supervisor)
		     Known since December 2013 (Sephora)
		     Phone: 585-737-0772

Jeff Yantz	     Manager of Canandaigua Theaters (direct supervisor)
		     Known for 7 years (Canandaigua Theaters)
		     Phone: 585-734-8866
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