Sarah Taylor
7846 Newport Street
Commerce City, Colorado 80022
 (720) 648-6531
sarahetaylor@mail.com
About Me: 
I am a highly capable, career-minded individual with great organizational skills and the ability to function in a professional environment. I am motivated to learn and enthusiastically perform all necessary duties. I have the ability to efficiently satisfy customers’ needs, as well as uphold all values of the company. I maintain exceptional interpersonal skills and am dedicated to providing an optimal customer service experience to all. 
Qualifications/Skills
· Maintains excellent customer service skills with goal of developing friendly relationships with customers; 3+ years of experience in a customer service environment
· Very capable of maintaining order and organization 
· Ability to operate in a fast-paced, energetic environment
· Possess great memory and listening skills, resulting in accurately satisfying customer and employer needs
· Great oral communication and written skills learned from participation in multiple leadership activities
· Knowledge of multiple computer programs (MS Office) and willing to learn all new programs
· Special statistical and analytical knowledge utilizing general mathematical proficiency
· A quick learner, who maintains a very motivated and enthusiastic attitude while working
· “Go-getter” mentality; dedicated to completing all duties and goals
· Flexible schedule with availability to work as many hours as needed
Work History 
Nanny/Babysitter, Almut Grenz, Denver, CO (May 2008-June 2013)
· Care for 2 children: ranging from infancy to 9 years
· Prepare meals to adequately satisfy children's needs and parent’s desires
· Take exceptional care of household (i.e. cleaning and organizing)

Shift Leader, Menchie’s Frozen Yogurt, Denver, CO (Nov 2010-Jan 2013)
· Provided excellent customer service, ensuring every customer left with a positive impression of the business
· Led as many as five team members at a time, making sure all duties were completed and all were on task
· Cataloged inventory for General Manager
·  Maintained cleanliness of the workplace; followed health codes and sanitation standards
· Full cash handling responsibilities, made nightly cash drops and assisted with bank deposits 
· Learned POS system skills
· Was responsible for opening and closing business
Receptionist/ Front Office Help, Premier Magazine Circulation, Inc., Denver, CO (March 2010-October 2010)
· General office duties- answered phones, greeted clients, filed papers and documents, faxed documents, etc.
· Helped office manager with miscellaneous activities
· Organized books- sorted receipts and deposit slips
· Checked employees in and out for time clock purposes
· Maintained cleanliness of office
· Ran errands, picked up lunch for office employees, made coffee
Team Member, Squeeze International Inc, Denver, CO (July 2007-March 2008) 
·  Provided excellent customer service to satisfy all aspects of customer needs
·  Learned to upsell products to ensure shop profitability
·  Managed front counter and had full cash handling responsibilities
·  Maintained a clean work environment and carried out cleaning duties
Leadership/Volunteer Activities
Volunteer Counselor, Metro CareRing, Denver, CO (May 2008-October 2008)
· Met with low income clients to discuss nutritional, medical, housing, and employment needs 
· Performed clerical duties, such as answering phones, greeting, and filing documents
· Provided community resources to clients in need
· Managed clients’ accounts and worked with monthly budgets to meet clients’ needs
· Worked with donors to organize donations
United States Representative, Orbis Institute’s World Camp, Central Europe (2008)
· Attended global leadership classes
· Met with European NGO’s to discuss problems facing youth around the world
· Completed a weeklong service project at Naruk Orphanage in Slovakia
· Participated in an Outward Bound expedition

Founder and President, Peace Jam Club-GWHS (2007-2009)
· Implemented principles learned at the Peace Jam Conference in school
· Organized students for global action, fundraised, and did service projects
· Worked with local non-profits on service projects
School Representative, Peace Jam Conference, Denver, CO (2006)
· Met and worked alongside Nobel laureates Archbishop Desmond Tutu, Mairead Corrigan Maguire, and Jose Ramos-Horta on service projects pertaining to human trafficking
· Presented on diversity and conflict-resolution within urban schools
Education 
 Current Business Administration/Accounting student at Eastern Oregon University- online campus
[bookmark: _GoBack]George Washington High School –International Baccalaureate diploma recipient (2009)
References:
Work:

Almut Grenz MD, PhD
(720) 201-5502

Debra Zanker
General Manager, Menchie’s Northfield Denver
(720) 272-7250

	Personal:
	Molly Helbig
	(303) 961-9429
	
Bonnie Savone
	(303) 550-9963
