VICTORIA VARNER
1071 Five Points Road, Indiana, PA 15701 ǀ (H) 724-354-4131 ǀ (C) 724-762-5096
								vmarievarner@gmail.com



To whom it may concern,

	I am excited to find your job posting for a Receptionist position.  I am a recent graduate of Indiana University of Pennsylvania and am ready for a new change of pace in a good work environment.  I am very reliable and responsible and know that I would be a good fit for this job.  I am very people oriented and am always ready to take on whatever challenge comes my way.  I enjoy helping others to create a fun and steady work environment.  

[bookmark: _GoBack]	I am a team player and strive to get along with everyone who I work with and encounter.  I am always on time and make sure that I do the best at the job at hand.  I have worked previously answering phones, assisting clients, scheduling appointments, and keeping a clean and tidy workspace that is enjoyable for the staff as well as the clients.  I am looking for a new experience, in a new state, that will help me grow as a person and help the company in which I am working for. 

	In addition to the above skills, I have become praised for my hard work and dedication to previous jobs.  I have been said to be friendly, helpful, and efficient in the work that I do. 

	I believe that along with my skills and experience, high level of motivation and positive attitude will serve me well at your establishment.  I’ve attached my resume for your review.  I am eager to hear from you in regards to this position. 

Sincerely, 
	Victoria Varner 





VICTORIA VARNER
	
	

	
	1071 Five Points Road, Indiana, PA 15701 | (H) 724-354-4131 (C) 724-762-5096 | vmarievarner@gmail.com


OBJECTIVE 
	
	

	
	To work in an exciting, organized, and stable environment. To serve others while also gaining great experience along the way.   


SKILLS & ABILITIES
	
	


WORK EXPERIENCE
	
	

	April 2014 – December 2014



May 2011 – August 2013 
	Cashier/Prep Work, Victoria’s Frozen Yogurt 
· Food prep
· Cleaning responsibilities
· Cashier
· Watching store 
· Assisting Customers 

Student Worker/Data Entry,  Indiana University of Pennsylvania Admissions Office 
· Answering phones
· Assisting students and their families
· Filing
· Watching over office
· Data Entry 
· Scheduling Appointments 

	

June 2009 – June 2010
	

Shop Assistant, Paul Mitchell Hair Salon
· Greeting and prepping clients
· Washing Hair
· Styling Hair
· Station prep and clean up
· Assisting in mixing and applying hair color 




EDUCATION
	
	

	August 2007 – June 2010
	 High School Diploma,  PA Learners Online 



