 


	Melissa Casey
2660 Eppinger Blvd.
Thornton, CO 80229
(815) 981-2320
melissa.casey711@yahoo.com
	Objective
To obtain a professional position with data and people where I can use the skills I have acquired in my previous work and educational experiences.

	
	Employment History

	
	Administrative Assistant
9/2012-1/2013  Century 21 Pro-Team Real Estate, Joliet, IL
Responsible for using printer/fax/scan, postage meter, real estate software, & Microsoft office.
Answering telephones, transferring calls, and taking messages daily.
Responsible for maintaining property files when agents receive new information/contracts.

	
	Sales Associate
November 2012-January 2013  JC Penney, Joliet, IL
Customer Service 
Responsible for making sure all fitting rooms are cleaned, sales floor merchandising, and cash register functions.
Recognized for outstanding customer service during my holiday employment.

	
	Order Selector/Filler
July 2012-September 2012  Petco Distribution Center, Joliet, IL
Responsible for picking animal supplies to be shipped to stores
Required to maintain a productivity level of 90% or higher
Required to maintain an accuracy level of 99.5%

	
	Sales Associate
May 2009-August 2011  Wal-Mart, Lockport, IL
Customer Service
Responsible for online order pick-up
Responsible for sales floor merchandising

	
	Education

	
	1/2009-05/2010 & 1/2012-12/2012 
Joliet Junior College, Joliet, IL
Radiologic Technology
Medical Terminology course
Degree in Progress
G.P.A.: 3.0/4.0

	
	Skills

	
	· Adapt to new environments and technology easily
· Excellent organizational and time management skills
· Very outgoing, versatile, and friendly personality

	
	References

	
	References are available on request.






