
Samantha T. Schmer
343 S. 21st Ave.
Brighton, Co 80601
sammiammy14@gmail.com
720-338-7706

OBJECTIVE:  Seeking full time, permanent employment in an office environment to help grow my clerical experience. 

PERSONAL STRENGTHS

· Outlook

· Dependable

· Leader

· Responsible

· Excel

· Organized

· Internet Literate 

· Mature

· Motivated

· Word

EDUCATION

Northglenn High School – Graduate 2008.

EMPLOYMENT EXPERIENCE

	02/12 – 06/14
	PetSmart, Brighton, CO.  

04/01/2013 Pet Products Manager. Responsibilities include supervising all aspects of three stocking staff; managing product receiving and unloading of store inventory; prepare and manage reports (Negative Inventory, Return and Hole), daily store closing and cash register audit; floor monitoring; hard copy and electronic filing, typing, Excel data entry, customer service, and other general administrative duties.

10/15/2012 Small Pet Care Lead.  Responsibilities include supervising staff of four; managing the customer service, typing, answering phones, data entry, and other general clerical duties and various other tasks.

02/12/12 Customer Service.  Responsibilities include managing the customer service, typing, answering phones, data entry, and other general clerical duties and various other tasks.         



	09/10 – 03/12


	UDI’s Bread Café, Aurora, Colorado.  Cashier.  Responsibilities include managing the cash register, expo, customer service, typing, answering phones, data entry, and other general clerical duties and various other tasks.



	05/09 – 09/11
	SRK Consulting, Inc. Lakewood Colorado.  Clerical Temporary/Seasonal employee.  Responsibilities include filing, typing, answering phones, data entry, and other general clerical duties.


	09/09 – 11/09
	Part-time temporary employee for Halloween USA (Halloween Costume store).  Responsibilities included phones, customer service, cashier, ect.

	08/07 – 09/09
	Circuit City, Northfield Stapleton, Denver Colorado.  CSA responsibilities included phones, customer service, returns, and cashier.  I was recently promoted to PFT in the warehouse; responsibilities included phones, customer service, monitoring incoming inventory, unloading arriving trucks, tagging merchandise, reconciling defective product reports, maintained cycle count updates.

	09/05 – 08/10
	Your Girls Friday, Thornton Colorado. Contract/Seasonal Clerical Employee.  Responsibilities included reception duties including answering phones, customer service, filing, typing and other general clerical duties.


Academic Achievements

July 2008 placed 1st at the “2008 Nationals at the FCCLA (Family, Career and Community Leaders of America) Conference in Orlando, Florida.


