KATHERINE A. BLUNT, 13720 West 67th Circle, Arvada, Colorado  80004, 
(303)420-3454; Email: ktblunt23@gmail.com
	
	Objective:
	Achieve position which will utilize my degree, as well as allow me to gain increasing responsibility 

	Computer
	Excellent knowledge of Microsoft Office products (Word, Excel, PowerPoint), and working knowledge of Adobe Frame.

	Skills:
	Excellent interpersonal skills with customer service focus.
Excellent computer skills and typing skills.  Ability to read and follow procedures to ensure compliance with documentation requirements.
Comprehensive knowledge of editing and writing.
Very detail oriented with ability to multi-task.
Answers phones professionally and in a timely manner.
Ability to work with minimal supervision.
Excellent time management skills with the ability to manage reports along with scheduling meetings with customers and managers.
Dependable and timely in processing requests.
Proficient in developing written documents and briefing materials.
Experience supporting working groups, studies and analysis, document reviews.
Creation of document templates and style guides
Ability to recognize grammatical and formatting errors in client document deliverables
Ability to lead as well as to participate in team environment.
Knowledgeable about Twitter and Facebook layout and workings for promotional objectives.
Experienced in promotion of products on social media and podcasts to increase clientele.
Ability to transcribe audio.


	Experience
	
Writer/Editor Intern. September, 2013 to Present. Kris Gilbertson Media. Denver, CO
Edit pre-samples of books from established clients
Edit specific books final manuscript
Publish to Kindle’s store to maximize exposure, and get on multiple bestseller lists
Research within Amazon’s kindle store to get inside the mind of our readers, and give them exactly what they want
Marketing of the book once complete using Press releases
Build an email subscriber list from all of the associated properties above
Update Twitter and Facebook accounts to promote updates
Build a list of new clientele through social media.
Promote and advertise through Facebook and Twitter.
Transcribed interviews for press releases.
Edited and formatted transcribed interviews for book releases

.
Cashier/Special Service.  June, 2008 to October, 2013. Home Depot, Arvada, CO     80002,  303.456.4000
Provide customer service on a daily basis.
Order and gather missing product that was not provided to suit customer’s needs. 
Process special orders efficiently.
Ability to work with many levels of management on special orders to create and maintain orders from vendors.
Accurate data entry, scheduling abilities.
Knowledgeable in bulk order and installation and delivery processes.
Provide communication between vendor, customer and associates for special orders.
Answer phones in a timely manner.
Able to take care of customers in a timely manner through checkout lines.
Knowledgeable to send back defective products to vendors. 
Provided information on materials and cost from vendor to customer in a timely manner.
Knowledgeable in contacting the vendor to order specific parts only sold through vendor.
Able to process orders and gather all necessary information from vendors in order to process orders.
Provide information between expeditors and customers in a timely manner.
Able to deal with issues that arise between customer and product/vendor or associate.
Able to use different templates for documents.
Experienced in problem solving and problem resolution.
Able to prioritize work.
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	Education
	Metropolitan State University, Denver, Colorado.  
B.A Degree – Literature/ Minor:  Linguistics
Graduation Date:   May 2012.
Ralston Valley High School, Arvada, CO.  Diploma.  Graduation Date:  May 2008


References:  Furnished upon request.


