Rachel C. Franks
17392 E Prentice Cir Centennial, CO 80015 (303)667-3764 yelatsenyal@yahoo.com

Skills
· Microsoft Word, Microsoft Excel, Microsoft Outlook, Microsoft Power Point
· Excellent time management 
Experience
Hom Solutions, September 2013 to Present
Service Lead – Millwork April 2014 to Present
· Manage 4 employees  
· Oversee daily scheduling of 15 installers
· Handle escalated issues 
· [bookmark: _GoBack]Review account receivables reports to ensure outstanding purchase orders are paid 
· Communicate daily with customers, installers, and The Home Depot throughout the installation process to ensure successful installations
· Average 9.5 out of 10 customer satisfaction rating
· Troubleshoot installation issues and facilitate corrective measures as necessary
· Review purchase orders and compare to company pricing guides to ensure funds are properly transferred to all involved parties

Service Expert-Millwork September 2013 to April 2014 
· Create and manage schedules for four millwork installation contractors  
· Coordinate an average of 50 installations per week
· Communicate daily with customers, installers, and The Home Depot throughout the installation process to ensure successful installations
· Average 9.5 out of 10 customer satisfaction rating
· Troubleshoot installation issues and facilitate corrective measures as necessary
· Review purchase orders and compare to company pricing guides to ensure funds are properly transferred to all involved parties


Lowe’s Home Improvement Warehouse, April 2005 to September 2013
Administrative Department Manager, July 2009 to September 2013 
· Manage an average of 20 total employees and oversee their daily schedules
· Input schedules and employee information for an average of 100 employees
· Monitor overtime, manage schedule conflicts, correct timecards, and input vacation requests
· Monitor cash flow in and out of cash registers and the store’s vault
· Research and account for any discrepancies in both the cash registers and the store’s vault
· Work daily with the Windows based Veribalance software
· Train employees in performance, duties, company expectations, company policies, and customer service etiquette
Paint Department Manager, January 2009 to July 2009
· Provide customer service relevant to paint and home decorating projects
· Manage a team of 4 employees
· Maintain stock levels and order product as necessary
· Train employees in performance, duties, company expectations, company policies, and customer service etiquette
Paint Department Team Leader, 2008 to 2009
· Main responsibilities include assisting department manager in daily tasks, providing customer service relevant to paint and home decorating projects. 
Paint and Home Décor Customer Service Associate, 2007 to 2008
· Main responsibilities include providing customer service relevant to home decorating projects.
Head Cashier, 2005 to 2007
· Main responsibilities include managing daily schedules for an average of 11 cashiers, providing general customer service, monitoring cashier activity and efficiency, monitoring cash flow and discrepancies in cash registers.

Sam Goody, 2000 to 2002
Cashier 200 to 2001
· Main responsibilities include providing customer service and assistance.
3rd Key Manager
· Main responsibilities include monitoring cash register functions, cash flow, customer service and assistance.
Education
University of Northern Colorado – Greeley, CO
Bachelor Degree in Visual Arts May 2008
   GPA 3.5
       UNC Honor Role
Kaplan University Online
Bachelor Degree in Business Administration May 2012
   GPA 3.8
       Kaplan University Honor Role

Activities
Member of University of Northern Colorado Pottery Club, 2007 to 2009
Member of University of Northern Colorado Art Education Club, 2006 to 2007
Member of the National Scholars Honor Society since 2007
Member of the Bicentennial Arts Center Potter’s Guild, 2009 to 2010

