Katie Blahnik – July 2012

Contact information
1150 Galapago St. Apt 121
Denver, 80204, Colorado, US
Mobile Phone: 7202055440
E-mail: katie.blahnik@colorado.edu
Objective
I ultimately would like to have a career in human resources. I like to learn rules and follow them as well as have a structure of which to adhere. Problem solving is also something that I enjoy and find it is an area in which I excel. I believe communication is extremely important; therefore, I would like to make sure it is a priority in my job and in my life. Working around and getting along with different types of people is something that I strive for, as tolerance and acceptance are very important to me.

Work Experience
· Nanny  
· Private employer
· Childcare
· Boulder, CO USA  
· August 2009 – July 2012  
	As a nanny, it was important that I took the position of a role model for the children; someone they could look up to and trust as well as an adult figure they would respect and feel safe and comfortable to be around.  

	Nannying has been one of the most difficult, yet rewarding jobs I have had. Because my focus was centered on usually one but sometimes two children (for close to three years), it was important that I set the correct tone with the kids from the beginning. The "ice cream" analogy was extremely applicable in this situation (start out hard, then get softer meaning set down rules at the beginning and you will be able to let up as time goes on). I was responsible for taking the children to many activities as well as keeping them busy and entertained. Like being a camp counselor, this job required a great amount of problem solving in everyday happenings as well as using my creative skills. I found that earning respect from children can often be hard, but extremely rewarding when they come to follow rules and look up to me as someone they can trust. I also had to communicate with the parents I work for on a daily basis and update them on the occurrences or incidents that took place with the children. I had to show them that I was responsible enough to be a primary caregiver for their children every day and that their children would always be safe and cared for appropriately. 

Skills: Problem solving; Excellent communication; Use of creativity; Adhering to specific instructions, often with minimal flexibility; Punctuality  
· 		

Office/Administrative Assistant
B & B Blending
Customer Service/Office Work
Northglenn, CO USA
December 2009 – February 2012
		As an administrative assistant, I was the voice and face that customers 			would first see as the walked into the office.  By maintaining a professional 			yet friendly demeanor both over the phone and email, as well as in person, 		I was able to give customers a feeling of being welcome the minute they 			walked in the door. 

		While working at B & B Blending, my first and foremost responsibilities 			were to the customers.  It was important that I remained aware that I was 			the first face they would see as they walked into the office, so I made sure 			to maintain a friendly and open atmosphere for customers at all times.  My 			responsibilities also included answering the phone and emails, so 				knowledge of the mission of the company and products was a must.  I was 			also responsible for transferring calls as well as sorting mail and keeping 			the front of the office clean and presentable along with the break room and 		meeting rooms.  I also had to maintain open communication with my 				bosses and my co-workers, making sure they were aware of all current 			happenings in the office.  I prepared meeting rooms and agendas and kept 		track of the daily schedule while making and/or canceling appointments 			and rescheduling.  I enjoyed the daily interaction I had with many different 			customers coming from many diverse companies and at times foreign 			countries.  Although I did not work in the back warehouse, it was important 			that I had knowledge of how products were made, bottled, and shipped to 			keep up with the company and to be able to communicate [about the 			business] correctly to coworkers and customers.    
·  
· Skills: Excellent communication; Working independently with little instruction; Punctuality; Scheduling; Microsoft Office – Word, Excel, Powerpoint
· 
· 
· 
· 
· 
· 
· Camp Counselor
· Camp Shai at the Jewish Community Center
· Childcare
· Denver, CO USA  
· May 2006 - August 2009  
· 		My responsibilities as a camp counselor included looking after kids and ensuring their safety as well an enjoyable camp experience. Communicating with parents was also essential in creating good relationships with camp families.   
· 
· 		During my time as a camp counselor, many of my daily responsibilities were the same, which I enjoyed because of the routine I was able to follow. That is not to say that there were not some times where problem solving was necessary. Keeping kids safe was not only in my personal interest but it was also of legal interest for the camp itself. So, while it was important for me to ensure the campers had an enjoyable and memorable experience, I had to make sure that I kept legalities in mind at all times. I enjoyed being able to express my creativity by writing camp plans for each day, which included structured activities as well as activities I would come up with along with my co-counselors. I found myself communicating with many different types of people on a day-to-day basis, including children, their parents, my co-counselors as well as my superiors/supervisors. Because of this, it was important that I was able to determine how to communicate appropriately with each different kind of person.  

· 	Skills: Excellent communication skills; Use of creativity; Leadership; Problem solving  
		

Sales Associate
American Eagle Outfitters
Retail
Golden, CO USA
May 2007 - June 2008  
My primary responsibilities were catering to customers and making sure their needs were always being met. I also made sure to represent the brand as best as possible by always promoting the brand lifestyle while at work.   

As a sales associate, it was important that I was passionate about the company I was representing. I made sure to research the brand before I began work so I would essentially be able to immerse myself in the brand at all working times. By wearing the clothing and having a laid back yet hardworking attitude, I was able to make the customer feel that I was there for their personal satisfaction and that I myself had a great amount of trust in the brand. Customer service always came first for me in this line of work, which at times meant that I would have to go the extra mile for customers with more particular wants or needs, even if that meant my job would be more difficult. Because of my love for the brand, I found myself in a small job of leadership, which meant working at the front of the store and setting the tone for customers as they came into the store. At the end of the day, the personal satisfaction I received out of knowing my customers were happy and satisfied was more than I could have expected.   

Skills: Excellent customer service; Interpersonal leadership; Problem solving; 	Excellent communication



Education
Bachelor's Degree – 3.0 GPA
Sociology
August 2008 – July 2012
University Of Colorado At Boulder
Boulder, CO USA
I took up the field of sociology as my major because of the diversity I feel it offers. I see many opportunities with being able to use my degree in various fields, especially those that deal with great amounts of communication and problem solving. It gave me the ability to put myself in others' shoes and see how the world interacts on a daily basis (on many different levels, big and small). I also learned about different types of inter-cultural communication and problem solving through my interest in political science classes. It added a new perspective as to how I view others in my immediate environment and around the world.



General Skills
· Excellent communication skills  
· 		
· Customer Service  
· 		 
Problem Solving  
· 		 
Creativity  
· 		 
· Organization  
· 		 
· Microsoft Office Excel, Word, Powerpoint  
· 		 
· Excellent time management  
· 		 
· Punctuality  
· 		 
· Leadership  
· 		 
· Ability to work under pressure with short deadlines



Interests & Hobbies
· Volunteering at Boulder County AIDS Project  
· 		
· Hiking/trail running  
		
Books/Reading

Snowshoeing



References
· Helen Roe   
· Current employer  
· Capstone   
· 7208100412   
· hroe@capstone.com   
· Professional reference 
· 		
· Yuri Tavbin   
Membership Director  
Loup Jewish Community Center of Denver 
3039123291   
ytavbin@jccdenver.org   
Professional reference   
· 		
· Randi Abels   
· Digital Media Intern  
· Linhart Public Relations
· 3039568544  
· randi.abels@colorado.edu   
· Professional reference
		
Robert Blahnik
Owner
B & B Blending
3032896320
bob@bbblending.com
Professional reference

Chloe Wood   
Nursing Student  
University of Colorado  
3035897419  
chloe.wood@ucdenver.edu  
Personal reference
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