SHELBY W. KENNEDY

5359 S. ELATI ST, APT 301 – Littleton, CO 80120
Cell: (720)-261-2696 – SKENNE24@MSUDENVER.EDU
OBJECTIVE

I’m seeking to refine current skills and develop professional experiences as I transition from an educational to a career-oriented focus.

WORK EXPERIENCE – RELEVANCE
Crazy Scrubs, Inc.

July 2010-Present

Accounting Assistant & Customer Service Representative
Initial employment included adding product to the company’s website. Diligently maintained the website using a common eCommerce platform, Magento.  Skills rapidly expanded to creating and sending promotional emails to thousands of customers.   Accurately performed quarterly inventory and merchandising at each of three retail locations. Other responsibilities included shipping and receiving in the warehouse, precise data entry, as well as training employees on how to manage the company website.


Currently, I balance two positions at this company. The primary position I hold is a customer service representative for the wholesale division of the company.  This routinely includes conscientious customer relations, order processing, and current tracking of logistical efforts.  The secondary position is assisting the accounting department by filing invoices for sales averaging $175,000 per month, preparing weekly deposits, and billing more than ten local hospitals for redeemed vouchers. 
Headwaves
December 2006-October 2014

Receptionist


Beyond answering the phone, other responsibilities included managing an appointment book for seven hairstylists, keeping the salon tidy, and selling product. My main purpose at the salon was ensuring the needs of stylists and customers were always exceeded.

EDUCATION     
Metropolitan State University of Denver

2010-May 2015
Seeking a Bachelor of Science in Criminal Justice and Criminology, with a minor in Criminalistics

SKILLS

My strongest skills include being proficient in Microsoft Office and Intuit QuickBooks, staying organized, ability to multi-task, and a strong drive to work cohesively.  I also have a basic understanding of accounting tasks and HTML.
REFERENCES
· Frank Seibert, owner of Headwaves (303)-777-6333
· Keith Catt, Assistant Manager at Crazy Scrubs, Inc. (720)-660-7964
· Liz Wilson, Credit Manager at Crazy Scrubs, Inc. (303)-910-2544
