Gabrielle Gilmore
1134 Silverbrooke Drive

Powder Springs, GA, 30127

(770) 865-4354 
gabbygilmore.gg@gmail.com
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Professional Experience
Swing Manager, RaceTrac                                                                                                                                                                                                                        June 2012- Present
· Duties required me to balance all store cash registers and inventory transactions, and ensure all items were fully stocked through daily inventory checks

· Given the responsibility by management to supervise 3-4 employees on a daily basis

· Processed all vendor paperwork and conducted regular conference calls with managers and vendors to ensure prompt and efficient delivery of all store items

· Conducted daily cash counts to ensure that all cash drawers were turned in correctly

Customer Service Representative, Alorica                                                                                                                                                                              October 2011- March 2012 

· Daily responsibility was to ensure that all customer needs and wants were addressed and processed

· Took initiative to stay current with the current products and services provided by Alorica

· Locate customer accounts that were delinquent and ensure that those accounts were paid in a timely manner

· Computed customer sales prices, company profit margins, and processed all credit checks and credit transactions

· Utilized basic accounting practices by maintaining accounts payable records for customers on file

· Recommend, select, and help locate or obtain merchandise based on customer needs and desires.

Store Greeter, Greeter                                                                                                                                                                                                                    October 2010- May 2011 

· Daily responsibilities were to process customer reimbursements, and ensure that all credit transactions were done with integrity

· Processed all merchandise shipments i.e. packaging, delivery arrangements, and buyer transaction receipts

· Greet customers and provide excellent customer service by attending to their questions or concerns

· Volunteered on several occasions to clean and organize all checkout areas

Sales Associate, Party City                                                                                                                                                                                                         August 2009- October 2010 
· Performed morning cash counts to ensure that all store currency was stored properly

· Prepare all outgoing items for shipment, and ensure proper delivery

· Provide friendly and helpful customer service for all guests 

· Process all pickup orders, payment transactions, and organize documentation accordingly

Sales Associate, Macys                                                                                                                                                                                                                           June 2008- July 2009 

· Conducted inventory checks for store merchandise to confirm that items were shipped correctly in  accordance with the terms and conditions established with the delivery company

· Greet customers and inform them on the stores currents sales promotions

· Open and close cash registers, performing tasks such as counting money, separating charge slips, coupons, and vouchers, balancing cash drawers, and making deposits.

Education
Everest Institute, Marietta, Georgia                                                                                                                                                                                                             November 2011

Concentration: Medical Assistant
GPA 3.7 out of 4.0 
Honors: Presidents List

Volunteer/Extracurricular Activities
· Weight Loss/ Lab Test MD- Medical Assistant, July 2011- November 2011 

Additional Skills
· Skilled in Microsoft Office (Word, Outlook, Excel, PowerPoint)

· Excellent interpersonal, time management, and organizational skills

· Fast typist (WPM: 45) with live transcription experience

