	Caroline Mayer

	1001 E. Bayaud Ave. Denver, CO 80209

	(303)596-9083

	caroline_mayer@ymail.com

	Objective: looking for fulltime career working with clients and supporting office personal


	Profile
	Excellent computer skills.
Knowledge using Microsoft Office Word, Excel, and PowerPoint 
Experience in training and supervising employees in customer service and point of sales systems.
Experienced with Counterpoint and QuickBooks point of sales systems

	Achievements
	Vice president and one of the founding members of my high school Leos Club
Attended Minnesota Business Venture and was CMO for my groups final project
Many volunteer experiences including 3 years as an events coordinator at Auburn Courts Nursing Home, 4 years coordinating a team for relay for life, various animal shelters and pet adoption programs, and organizing fundraising events for Charity:water


	Employment
	The Mustard Seed Landscaping and Garden Centers
	May 2013 – November 2014

	
	Administrative assistant & retail manager 
60 hours a week
Receptionist responsible for answering calls, emails and managing Facebook and Twitter
Quickly and effectively answer customer questions and resolve issues.
Reengineered the customer service processes to improve efficiency and quality of service
Support landscape designers in establishing new and managing existing clients.
Managed the planning, scheduling and finances of landscape jobs
Added responsibility of Garden Center Manager in May 2014 and took over training of retail staff for 2 locations
Menards
Sales Associate
Garden Center Sales associate 
Hardware Dept. sales
Guest Service
	









November 2014 - February 2015

	Education
	Denver South High School,  Denver, Co
	2012

	
	Diploma

University of Wisconsin – Eau Claire, Eau Claire, Wi
Some College – 1 year
	

	2013

	References Furnished Upon Request



