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	SUMMARY OF QUALIFICATIONS
	Experience in sales, retail management and administrative services; Ability to assist and coach team members in developing their skill set and capabilities; Experience in recruiting and training new hires; Utilization in Best-in-Class customer service techniques; Strong analytical services; Comfortable in fast-paced environments; Excellent communication skills; Extremely organized and self-motivated.

	EDUCATION
	TEMPLE UNIVERSITY – PHILADELPHIA, PA
2011 - - Bachelor of Science: Voice Performance

	EXPERIENCE
	
MANAGED LABOR SOLUTIONS
Administrative Assistant, Allentown, PA (JAN 2016 – JULY 2017)
Administrative Assistant & Site Admin, Denver, CO 
(JUNE 2017 – PRESENT)
Serve as a liaison between back-office and front-line units in the resolution of day-to-day administrative and operational problems; Provide administrative/secretarial support such as answering telephones, faxing and mailing paperwork, and maintain office supply inventories; Complete all verifications of employment; Apply and answer to employee garnishments; Knowledge of W2s, W4s, 1095Cs and WOTC forms; Experience with recruiting and using Fastrax to run background checks; Maintain damage reports; Experience with payroll using WinTeam software.

NATIONAL PENN BANK
Customer Service Representative I, Allentown, PA 
(JUNE 2015 – SEPT 2015)
Customer Service Representative II, Allentown, PA 
(SEPT 2015 -JAN 2016)
Provide superior, on-demand service to customers who insure through Video Customer Service, along with responding to emails; Manage support queue to assist department with Visa CATS, loan applications and other maintenance; Support inbound calls (problem solving, online banking, stop payments, transfers, reach requests, CD/IRA rollovers); Attend continuing education and training sessions; Assist with departmental projects and other duties assigned






VERIZON WIRELESS
Solutions Specialist, Royersford, PA (OCT 2014 – MAY 2015)
Solutions Specialist, Abington, PA (MAY 2013 – SEPT 2014)

Elected to participate in the Mentorship program of District 7; Assistant Store Manager in training; Analyze customer needs and present value added-services; Provide customers with a basic understanding of functionality of the products and accessories they purchase; Attend training to better understand the company, market and industry trends; Develop and maintain small business opportunities; Teach workshops on all operating systems; Train new hires on products, services and sales techniques; Lead monthly store inventories

THE MORNING CALL
Associate Account Executive, Allentown, PA 
(NOV 2012 – MAR 2013)

Develop strong business partnerships with assigned accounts for the purpose of growing advertising revenues; Develop and implement sales and marketing strategies to help meet and exceed revenue goals; Sell effectively with the use of market research into print, online and niche publications; Uncover new/incremental revenue streams from competitive media; Provide regular reports to management including sales recaps and customer feedback

CHICO’S
Assistant Store Manager, Bethlehem, PA 
(FEB 2012 – NOV 2012)

Prepare weekly schedules to ensure proper floor coverage within fiscal guidelines; respond to customer inquiries and complaints in a professional and timely manner; Monitor associate sales activities and productivity; Perform all financial activities effectively and in accordance with policy including cash handling and reporting, as well as price changes; Administer all operational processes including auditing receipts, daily replenishment of floor merchandise, and execution and preparation of physical inventories; Support compliance with all applicable laws, loss prevention policies, operating procedures and controls; conducts associate training as needed to reinforce proper controls; Assist with recruiting, hiring, and development of store associates.




