Sabrina Garcia
409 Janice Court
Northglenn, Colorado
720-618-3650
sabrinagarcia946@gmail.com
Qualifications
· Eight years of focused customer experience.
· Intermediate knowledge with Microsoft Office Suite.
· Five years cash handling.
· [bookmark: _GoBack]Two years of administrative office experience.

Summary of Positions
Adams State College: 2007 to 2009
Student Assistant 20 hours per week 
· Set up student tours and Recruitment for prospective students
· Engaged in data entry and filing, while maintaining Admissions office. 
· Committed a personal relationship with students and parents to provide an excellent experience while visiting the school.
Forever 21: 2010 to 2011
Retail Associate 40 hours per week		  
· Engaged with customers to satisfy their shopping needs.
· Sold stylish product, while maintaining knowledge of what styles went well with certain body types. 
· Put together visual selling points to interest customers.
 Sears: 2011 to 2012
Retail Associate 30 hours per week		
· Matched customers with a specific style need. 
· Cashiered and closed register at the end of each night.
· Merchandised and attended to visual aspects of department.
Destination Maternity: 2013 to 2014
Manager of Leased Stores / Maternity Sales Associate 38 hours per week
· Personal shopper for pregnant and nursing mothers.
· Maintain steady sale numbers for the store.
· Cashiered and Open/Closed during scheduled work week. 
· Process shipment and file correct paper work
· Merchandised and kept up with Visual requirements of store. 
Corinthian Colleges INC: 2014 to Present
Student Information Specialist 40 hours per week 
· Recruited Students for enrollment for two different colleges.
· Input student information while maintaining a professional demeanor on phone.
· Knowledgeable with multiline phone system.


Education
· Broomfield High School
· Degree: Diploma
· Metropolitan State University of Denver
· Degree: In progress

. 
Activities/Accomplishments
2008 Colorado State Fair Fiesta Queen Pageant 
2nd attendant in the Colorado State Fair Fiesta Queen Pageant, This is a scholarship program that establishes diversity and hope for young Hispanic women in Colorado.	

Hunter Douglas: Summer 2011                    
Internship                                 
Granted the opportunity to work in the Marketing Department for Hunter Douglas Honeycomb Brand Unit.  I worked exclusively with Brand Managers on projects that promoted product differentiation and dealer activation.  I used programs Microsoft Excel, PowerPoint, and Word to express complex information and ideas.

Bright Beginnings Volunteering
Bright Beginnings is a nonprofit organization that provides free reading material to child 0 to 3 years. My duties included data entry, emailing parents, gathering learning materials for programs, and calling families about their personal experiences with the program.

Metropolitan State University of Denver Theatre Department
I have held different positions in various theatre productions throughout the course of 4 years. I have a separate resume for my positions held.






