Andrea M. Wolfe

Hc 71 Box 20AA
Augusta, WV 26704
Contact: (304)703-5971
Email: wolfe6195@gmail.com

Objective

My objective is to obtain a position utilizing my education and strong interpersonal and organizational skills.
QUALIFICATIONS:
· Substantial experience and outstanding skills in customer service. 
· Accustomed to working in fast-paced environments with the ability to think quickly and successfully. 
· Can operate office equipment such as: computers (Microsoft and many others), faxes, copiers, scanners, and telephones.
· Organized at all times. 
· Excellent interpersonal skills, ability to work well with others.
· Can handle difficult clients.
· Can type 75 words per minute.
Education
Moorefield High School 				Graduated in 2010: Diploma
401 North Main Street 
Moorefield, WV 26836
 
South Branch Vocational Center 			Graduated in 2010: Diploma 	
Petersburg, WV 26847
 
Eastern WV Community and Technical School 	Presently Attending: Majoring in Business
316 Eastern Drive 	
Moorefield, WV 26836
· I will be receiving my associates degree in 2015 for a profession involving business.
Awards
· Certificate of Merit by the WV Department of Education (2006)
· Outstanding Performance in 12th grade English/Language Arts (2010) 
· Food Lion: Associate of the Quarter (2nd Quarter 2008) 
 
Work Experience
Food Lion, Cashier, Employed from 04/2010 to 12/2010	
· I provided prompt, accurate, and friendly service to all customers through the achievement of customer service standards. I was friendly, courteous, and cooperative with other store associates. I helped maximize sales through excellent customer service.

Wal-Mart, Customer Service Representative and Cashier, Employed from 12/2008 to 04/2010
· As a customer service associate at Wal-Mart I was responsible for handling guest complaints and compliments, returning merchandise to shelves or claims department, accepting returns and exchanges, refunding money and maintaining a balanced cash drawer.
· As a cashier at Wal-Mart I assisted customers with purchases, operated registers, credit card machines, and answered customer questions and complaints. I typically rang purchases up and handled Wal-Mart money transactions. As a cashier I also had to clean my register areas, balance register drawers, and report events to supervisors.

Food Lion, Cashier, Employed from 05/2008 to 01/2009
· I provided prompt, accurate, and friendly service to all customers through the achievement of customer service standards. I was friendly, courteous, and cooperative with other store associates. I helped maximize sales through excellent customer service.

References

Jessica Judy
Occupation: Judy’s Mobile Homes Representative 
Phone: (304) 433-7863
 
Kayla Baker
Occupation: Student at Eastern Community and Technical College 
Phone: (304) 359-0423
