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Grace Randall

	Objective

	
	To attain a position with an organization or team that will enable me to further my experience and skills in customer service and sales. My experience in the past few years has given me a wide range of skills and expertise. Working with people, engaging outsiders and finding solutions are key areas that I enjoy.

	Work experience



	
	8/10-Present       Five Hype/Sound Hype                Denver, CO 

Administrative Assistant

Supported founders Adrian Smith and Mike Downey with scheduling, marketing and supporting various events. Managed lead database and conducted communication programs for upcoming events. Utilized social networks to publicize and promote events.

· Lead and contact management

· Event scheduling, social media channels and marketing

· Client services and management

· Coordination of transportation services

· Filing, Excel Spreadsheet work

01/13-12/13     Elements Therapeutic Massage         Centennial, CO

Sales & Customer Service Specialist

Provided the first point of contact for our patients and assisted with all of their purchasing needs. 
· Opening/Closing Duties
· Off-Site Events
· Booking Appointments
· Membership Sales
· Assisted Manager with Hiring and Training
5/12-9/12     Carpet Exchange            Westminster, CO

Office Manager

Supported manager and sale associates obtain monthly goals. Supported scheduling installations and tax auditing. Obtains and submits daily deposits. Beginner Sale associate.
· Daily deposits/Tax Reports
· Inventory/Ordering Supplies
· Transferring and receiving stocking material
· Scheduling installations
5/11-10/11       Native Roots Apothecary  II          Lakewood, CO 

Front Desk Manager

Helped establish a full functioning reception area. Managed patient files, staying compliant with local, state and federal laws and trained all new hires. Supported budtenders when needed.

· Stocking/Inventory

· Filing/Organization

· Patient services and management

· Filing, Excel Spreadsheet work
1/10-8/10       Butterfly Pavilion                              Westminster, CO 

Customer Service  

Supported front desk and gift store operations. Communicated benefits of the membership programs and worked to up sale every visitor to a membership. Provided visitors information regarding the Pavilion’s exhibits and programs.

· Cash handling and reconciliation

· Customer service and issue resolution

· Membership sales and marketing

· Engaging browsing customers and close sales



	
	8/09-10/09       YK Trends                                                Broomfield, CO 

Assistant Manager  

Supported store owners with multiple stores in the Denver metro area. As part of the position cash management, product ordering, in-store marketing efforts and product displays were all managed or coordinated. Unfortunately, financial limitations forced store owners to staff and manage both stores themselves.

· Cash handling and reconciliation

· Customer service and issue resolution

· Display setup and coordination of various types of products

· Engaging browsing customers and close sales

· Product education and information

01/09-5/09
S.O.A.R. Childcare                                       Denver, CO

Childcare Specialist

Worked on the S.O.A.R. staff with various programs and activities offered as part of their afterschool program at Samuels Elementary School. Children ranging from 5-12 attended the programs.

· Issue resolution

· Childcare supervision

· State and school reporting

· Organizing/ Conducting events

05/08-11/08
American Eagle Outfitters
Denver, CO

Customer Service Specialist

Joined American Eagle’s sales and customer service team as an afterschool temporary position. This position taught me many things about customer service and people interactions. 

· Telephone orders and customer service

· Conducted cashier operations

· Inventory management

· Clothing and product display setup and coordination

· Product cross and up selling 



	professional Skills

	
	· Notary Public

· HIPAA Certified 

· People skills and interactions

· Telephone and face-to-face customer service

· Critical Thinking

· Cash handling and management

· Computer skills Including:

· Microsoft Office (Word, Excel, Outlook and Powerpoint)

· General Internet Experience



	Education

	
	01/2012-12/2013       Metropolitan State University         Denver, CO

General Studies

· Undergraduate/Undeclared Major
2005-2009
South High School      Denver, CO

General Studies

· Graduate and received Diploma in May of 2009
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