 
RACHEAL STEVENS
Denver, CO
720-335-6792 (h)  720-314-5943(c)
rachealmstevens@gmail.com

WORK EXPERIENCE
Kaleidoscope  Program Leader Denver, CO 	Aug 2012-Present
· Collaborate with co-teacher to manage a classroom of up to 40, five to eight year olds
· Manage classroom operations to ensure efficient transitions between activities
· Provide conflict resolution and crisis management techniques to keep classroom safe
· Create community between parents and teachers to keep families informed about company events
· Maintain accurate daily records of attendance, behavioral issues and injuries

Owner, Hobby Helper: Denver, CO 	June 2001-Dec 2007
· Created of product presentation for optimal online customer viewing
· Assessed and maintained inventory to guarantee product availability
· Processed up to 100 orders monthly
· Prepared and processed billing invoices
· Resolved customer issues in a timely and professional manner
· Developed general operating policies and procedures
King Soopers Home Shopper Denver, CO 	Aug 2006- May 2007
· Maintained an in-depth knowledge of ~1000 products and product placement
· Interacted with ~25 customers weekly to find desired products
· Processed and labeled customer orders to ensure prompt and accurate delivery
· Specified product substitution based on customer knowledge and product availability
Martin Luther King Teacher Intern Denver, CO	 Jan-2011 Dec 2011
· Collaborated with teacher to administer daily learning objectives
· Facilitated group discussions to ensure understanding of presented material
Volunteer Work                                
Dumb Friends League Foster Clerical Denver, CO						                    Nov 2012-Present
· Rolled up to 150 calls per day to match prospective foster parents with animals
· Provided clerical support to the administration department
· encouraged adoption of under fostered animals
· Lead reorganization efforts of animal records to ensure files are updated and easy to find
Bike-MS Route Marshal 	May 2007
· Directed up to~ 300 riders of a 30 mile bike ride to ensure safety and flow of event
AVID Tutoring Tutor Denver, CO 	Jan 2011-May 2011
· Served as a role model to students to promote continuing education
· Collaborated with Avid volunteers to share ideas on how to effectively engaged students learning
· Identified student learning styles; empowered students to adapt study habits to support/develop said style
Freelance Blogger Denver, CO	 May 2010- Present
· Developed web content using color theory and flow to create to a visual pleasing site
· Promoted blog using social media
· Built a follower base, responded to follower comments to keep base engaged 
Writer Independent Creative Writer Denver, CO                                                              	 2000-Present
· Edited and proofread for submission of material
· Collaborated with other writers to grow talent and develop writing
Relevant Coursework  
Computer information, Applications for Business 
· Explored ecommerce and business applications as they relate to technology
· Designed, organized and updated inventory for delivery to ensure operational excellence using Excel, Access and SAP
· Developed and applied knowledge in best practices for e-commerce including website, email campaigns and affiliate sites 
Education  
Metropolitan State University of Denver, CO 	December 2010
· Bachelors of Arts; History
· Minor; Anthropology

