Caitlin Scholl
13279 Columbine Ct 
  Thornton, Colorado
303.928.9777
caitlinscholl27@gmail.com



PROFESSIONAL EXPERIENCE	
Berkshire Hathaway Home Services Rocky Mountain Realtors	Boulder, Colorado
Administrative Assistant/Receptionist	Oct 2013 – present
· Operate telephone switchboard to answer, screen, or transfer calls.
· Perform administrative support tasks such as faxing and scanning documents.
· File and maintain records.
· [bookmark: _GoBack]Schedule real estate property showings for agents.
· Receive payment and record receipts for clients.
· Create marketing materials for agents.

Wishbone Restaurant	Westminster, Colorado
Server	Jan 2005 – present
· Greet and seat guests.
· Manage a section of up to 20 tables.
· Serve all courses of meal.
· Receive and process payments using credit card machine and cash register.

Northglenn United Methodist Church Early Childhood Center	Northglenn, Colorado
Lead Preschool Teacher	Aug 2009 – Jun 2012
· Manage and lead a classroom of 8 two- and three-year-old students.
· Plan and implement weekly curriculum.
· Teach mathematics, science, dance/singing, reading/language, and social skills.
· Prepare for and lead parent-teacher conferences.

The Schiff Dance Collective	Boulder, Colorado
Intern: Assistant Instructor	Aug 2012 – Jun 2013
· Assist lead instructor for dance classes.
· Teach proper technique, create and teach original choreography.
· Assist and lead dancers at performances.
· Communicate with parents and dancers directly and through email/newsletter.

EDUCATION	
METROPOLITAN STATE UNIVERSITY OF DENVER	Denver, Colorado
Bachelor's of Arts in Communications and Business Management Candidate, May 2014
· Major: Speech Communication Theory,  Minor: Business Management
· Cumulative GPA: 3.75

HORIZON HIGH SCHOOL	Thornton, Colorado
High School Diploma, May 2009

ADDITIONAL SKILLS	
· Clerical and administrative support skills: typing (65 wpm), data entry, computer proficiency
· Microsoft Office: Word, Publisher, PowerPoint, Excel
· Organization and strong attention to detail
· Ability to multi-task and work effectively under pressure
· Experience with IRES and MLS Real Estate Listing systems
· Customer Service: 9 years experience with direct customer contact
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