 					COVER LETTER

Kristen Marble
33 Woodbine Lane
Battle Creek, MI 49015
(269)838-6914
Kristen.marble@gmail.com 

February 25, 2014

Dear Sir/Madam:

I am extremely interested in a job with your company! I believe that my past experiences with customer service and stock control help me understand the value of hard work.  I enjoy challenges and working/meeting new people which will allow me to provide assistance to higher level employees.

I am passionate and loyal to my employers.  I am a team player and assist others at both my level and above my level.  I love a challenge!  I am honest, dedicated and punctual.  I possess exceptional interpersonal skills and work very well with others!

Thank you for taking the time to review my resume.  I hope I get the opportunity to interview for this job opening.  You may reach me through my email or cell phone number.

Sincerely,  

Kristen M. Marble
 
Kristen M. Marble





Kristen M. Marble
33 Woodbine Lane
Battle Creek, MI 49015
Contact Phone: (269)838-6914
Email Address: Kristen.marble@gmail.com

Work Experience: 

Intake Specialist
Manpower
Becky Slager
· Provide excellent customer service to incoming clients looking for a new job; provide clear instruction on form completion, drug screening, orientation on new job overviews
· Answer multiple telephone lines and greet customers
· Assist in recruiting new clients for companies looking for employees
· Assist all team members as required 


Pre-loader, June 2012-Present
UPS
Ty Broadway
· Sort boxes on belts for different areas 
· Gather certain packages to load onto trucks
· Load three separate trucks all while sorting the belt
· Complete loading of the trucks before drivers arrive to deliver
· Review sequence numbers on packages and ensure heavy packages are handled properly and loaded in accordance with company procedures

Sales Associate/Cashier, June 2008-Present
Dunham’s Sports
Scott Ashbaugh 
· Provided prompt customer service to customers requiring assistance with retail merchandise
· Trained new employees and assisted them in building satisfied customer relationships
·  Created and designed product displays in a fast paced environment
· Complete stock replenishment within prescribed timeframes (extremely short) 

Private Child Care/House-Pet Sit, 2000-Present 
Lara Jacobs 
Sarah LeBreton 

· Responsible for safety and well being of children, while parents are away
· Provide interactive engagement to ensure children are adequately entertained
· CPR trained and accustomed to working with children of all ages
· Provide secure house sitting and nurturing to pets while owners may be out of town

Waitress/Catering, May 2007-February 2008
Lake Doster Golf Club
David Yaw
· Provided excellent customer service to golf customers and event attendees
· Responsible for coordinating and setting up banquet room and bar for wedding/weekly dinners/retirements/golf outings
· Responsible for part-time opening of golf shop and ensuring bar was set up for daily patrons
· Trained new employees and assisted them in learning how to provide superb customer service

Hostess/Waitress/Catering, June 2006-August 2007
Yarrow Golf and Conference Center
Toby Hilton 
· Coordinated with banquet team to ensure events were set up in a efficient manner
· Responsible for providing a professional, elegant and organized event, depending on venue (golf outing, wedding, family reunion, business meetings)
· Worked extensively to build lasting and memorable relationships with co-workers and customers 

Education: 

Delton Kellogg High School, Delton, MI; (June 2007) – Graduated with Honors
Kellogg Community College, Battle Creek, MI; Associates in Arts (Spring 2013). 2.4 GPA, 64 credits completed.

Training: 

Communication 101, English 151, Sociology 201, Psychology 201, 220, 250, Math 101, and Microsoft Excel/Word/Power-point. 

Qualifications:

· Has obtained substantial experience in customer service
· Ability to work in a fast paced environment with short deadlines
· Possess excellent ability to approach problems from many perspectives and resolve problems independently
· Willing to relocate and travel
· Enjoy challenging work and has ability to work well with others 
· Excellent interpersonal skills and is not afraid to ask questions 
· Hard-working, honest, good listener and personable
· Looking for a wonderful career to start my adult life

Additional Activities: 

Homecoming Representative (2006)
S.A.D.D. (2006-2007)
Cadet for 9th graders (2006-2007)
Interact (2007)
Yearbook Staff (2007)
Follies (2007)
Big Brothers/Big Sisters (2008-2011 Delton and Battle Creek) 
Sorority (active 2010-2011)

Volunteering: 

· Retirement home-Saginaw 
· Relay for Life-Saginaw
· Canned food drive for Saginaw City food pantry
· Humane Society-Battle Creek
· Adopt a family-Saginaw
· Delivered Thanksgiving Day meals with Battle Creek Community Meals on Wheels
· Provide donations to Salvation Army and Charitable Union-Battle Creek 
· Special Olympics-Saginaw

Computer Skills: 

Extensive experience with Internet Explorer, Microsoft Office, Microsoft Word/Microsoft Excel/Microsoft PowerPoint. 
















