Kelley M. Andersen

942 S. Pearl Street Unit 103, Denver, Colorado 80209 • (303) 905-7123 • kelleymarieandersen@gmail.com

EDUCATION

University of Colorado 







                      Boulder, CO 

Bachelor of Arts, Communication 







   December 2011

· Member of the Boulder Humane Society Volunteer Team
· Member of the Communication Club
· Relevant Coursework: Organizational Communication, Public Speaking, Rhetorical Foundations of Communication, Mediation and Conflict Resolution, Interpersonal Communication, Principles of Marketing and Leadership and Organization Studies 
Gettysburg College 







                  Gettysburg, PA 

Bachelor of Science, Business Management





    August 2007–May 2009
· Member of Gettysburg Varsity Women's Basketball Team

· Member of Delta Gamma Fraternity, Beta Lambda Chapter
· Member of the Invisible Children Organization – Collaborated with peers to create an established branch at Gettysburg College
Professional Experience
Lisa Wells









         Denver, CO
Nanny








             January 2012–August 2012
Provided complete care for the two children (ages 3 months and 3 years old) including preparing meals, snacks and bottles while keeping a clean and safe living environment. 

· Supervised the overall growth and development of the children.
· Developed and maintained a consistent daily schedule of activities including naptimes, crafts, games and bike rides etc.
· Improved the participation levels of the children at gymnastics classes. 

Executive Compensation, Inc.







         Denver, CO 

Executive Assistant  






            May 2007– November 2011

Assisted in initiating, building and maintaining strong relationships with clients using written and verbal communication skills. 

· Conducted research, compiled data and prepared documents for consideration and presentation by executives.
· Managed and processed corporate documents, records and reports.
Anthropologie 









   Englewood, CO

Sales Associate








    May 2008–August 2008

Created a unique shopping experience by greeting customers, identifying their needs and improving their overall shopping experience. 
· Teamed with co-workers to achieve daily, weekly and quarterly sales goals
· Resolved customer concerns and complaints in a timely manner.
Additional INFORMATION

· Computer Skills: Microsoft Office Suite (Excel, Outlook, PowerPoint, Word)
· Traveled to Guayaquil, Ecuador with a program offering companionship and support to orphaned children and aided in restoration of building. 
REFERENCES

Available Upon Request
