Calleigh M. Melchert

(612)-532-2260       melchertc2939@my.uwstout.edu       1970 Fountain Ln, Waconia MN
Objective















To acquire a position in a business environment where I can apply my academic experiences to a real-life professional job, and achieve more knowledge as well as a better understanding for a future career.  
Education 














University of Wisconsin – Stout
Major: Business Administration – Marketing and Sales, and Spanish Emphasis Areas
Expected Graduation Date: August 2015
Skills














· Experienced in customer service and satisfaction

· Credited in Accounting, Sales and Marketing, Advertising & Management

· Proficient at writing and comprehension     
· Bilingual in English & Spanish

· Efficient in managing time and multitasking

· Great team worker and facilitator
· Strong listener & communicator
· Adept in Microsoft Programs
Work Experience












Oaks Properties LLC – Minneapolis, MN (May 2014- August 2014)

Marketing Intern
· Assist Director of Marketing in various projects
· Answering and responding professional telephone calls and emails
· Assisting in the design of property websites 
· Programming IOS tablets and software
· Managing multiple properties on site
· Working in Adobe InDesign to produce newsletters, brochures, and policies
· Preparing audits, surveys, charts
· Holding & leading interactive meetings
· Assisting leadership in events
· Working in a team and individual environment
Oakridge Country Club – Hopkins, MN (May 2011-May 2013)
Server

· Obtaining and growing relationships with customers

· Working as a proactive and active team member 

· Maintaining organization throughout the company 

· Interacting with customers and exceeding their expectations

· Working at large events with numerous amounts of people

· Taking and handling phone calls in a professional manor
· Following direction of multiple supervisors and managers
The Stash of Waconia – Waconia, MN (March 2010-Current)

Retail Manager

· Resolving problems throughout the company

· Guaranteeing outstanding customer service and satisfaction
· Upselling various products

· Maintaining and achieving time lines

· Insuring growth and success within company

· Giving correct and detailed direction
