



Brandi M. Harbert
2604 Six and Twenty Road
Pendleton, SC  29670
(864) 276-8825

To Whom It May Concern:

I am forwarding my resume for consideration for employment with your company.  As you can see, I have experience in the office field and am experienced in working with people as well as in the restaurant business. I am very determined, detail oriented and great with customer service. I have a bubbly personality, quick learner, and I will be a great asset to your company.  I will do whatever task I am given and will do it well and beyond expectation. I want to get my foot in the door and move up with my Business Management degree and excel!  Any consideration for employment opportunities will be greatly appreciated.

Thank you in advance for your time.




Kind Regards,


Brandi M. Harbert


Brandi M. Harbert
2604 Six and Twenty Road
Pendleton, SC  29670
(864) 276-8825
												


OBJECTIVE:	An opportunity to utilize my knowledge and skills to become a team member for an establishment with the opportunity for advancement.


EDUCATION:		Pendleton High School						2003
				Tri County Technical College      	 Business Management  2010
				General Education Classes					2009
					Fair Housing
					Sexual Harassment
					Marketing

WORK EXPERIENCE:		Wilkinson Real Estate				03/2013-present
					103 Allison Circle
					Anderson, SC 29625
					Manager: Samantha Barthelmes
					Phone: 864-225-5400
Job Duties: Leasing Consultant-* opening cleaning duties, greet potential tenants, marketing, sparkle clean show ready apartments, show apartments, collect and post rent, post daily to CraigsList, MySpace, and Twitter, plan and execute monthly socials, decorate office for different seasons and holidays, input maintenance requests, pull and execute monthly lease expiration reports, file, answer phones, closing cleaning duties 

Foothills Recycling			             05/11 – 03/2013
					729 George Albert Lake Road
					Anderson, SC 29624
					Owner: Butch Moore	
					Phone: 864-844-1916
	Job Duties: Booth Operator, Assisant, Receptionist-*weigh in and out all customers on scales, batch up ferrous and non ferrous tickets, weigh in and out semi trucks, pay all customers out, daily paperwork, balance drawer with an output of between $12-25,000 daily, pay bills, deposits, run errands, payroll, open and close booth, keep accurate records of all transactions including vehicle purchases, strip copper etc.

Wilkinson Real Estate 				09/08 to 08/09
					200 Country Club Lane
					Anderson, SC  29625
					Manager:  Nicole Garner-Benson
					Phone: 864-225-3283
Job Duties: *Leasing Consultant – opening cleaning duties, greet potential tenants, marketing, sparkle clean show ready apartments, show apartments, collect and post rent, post daily to CraigsList, MySpace, and Facebook, plan and execute monthly socials, decorate office for different seasons and holidays, input maintenance requests, pull Million Dollar Club reports, pull and execute monthly lease expiration reports, file, answer phones, closing cleaning duties 

Anderson Property Management		10/05-01/07
					2307 North Main Street
					Anderson, SC 29621
					Supervisor:  Ann Taylor
					Phone: (864) 224-2536
Job Duties: *Accounts Manager – collect and post rent, post bills, calculate monthly commission statements, file, monthly owner’s statements, answer phones, 1099s, credit and background checks, processed applications, up to date rental list, inspections, took property pictures, updated website, up to date rental notebook

Buffalo’s Southwest Café			08/04 – 02/08
				115 Interstate Boulevard			(closed down)
				Anderson, SC 29625
				Phone: (864) 226-2992
				Supervisor:	Brenda Major
Job Duties: *Server/Host/Bartend/Trainer– meet and greet all customers, opening/closing/running cleaning duties, satisfy all customers, take orders, run closing statements, check out server’s sections, count inventory, order inventory, make sure the customer has an enjoyable experience and come back




REFERENCES:	Ann Taylor	
			2307 North Main Street		
			Anderson, SC 29621	
			(864) 224-2536	

			Angela Richardson
			15 First Street
			La France, SC 29656  
			(864) 934-7357

			Butch Moore
			729 George Albert Lake Road
			Anderson, SC 29624
			(864) 844-1916
			
