

Objective

To utilize my experiences in customer service, supervising, and business education to obtain an entry level position. 

Work Experience

Assistant Center Manager Best Friends Pet Care Rocky Hill, CT 




October 2010-December 25, 2011

· Manage personnel matter at direction of Center Manager: Recruits, Trains, Promotes, Dismiss staff
· Responsible for cash management
· Prepare weekly reports for corporate office
· Monitors and responds to pet guests to ensure their safety
· Complete the customer service duties listed below
· Prepare and distribute daily required statistical and financial data
· Supervise and ensure all staff is present for shifts and to take action when tardy or a no show
· Resolve customer complaints
· Assist in scheduling staff to meet service needs and maintain budget
· certifications in all departments of center
· Ensure payment for grooming commissions and maintain staff punch code system.
· Administer pet medications 
Lead Customer Service Representative Best Friends Pet Care May 2010-2011 

· Answer multi-line phone, make all reservations, check-in all reservations, call customers to make future reservations, make sure all animals are up to date on mandatory vaccines, maintain cleanliness of front area, update all pet information in computer system, give tours of facility, complete all payment transactions.
Deli Counter Clerk Jimmy and Drew’s Delicatessen Boulder, CO       


Aug. 2008-Aug. 2009

· My primary role was customer service which included taking orders, cashier, taking all phone calls, and food and beverage service. I also was responsible for cleaning the dining area, stocking, food preparation, night cleanup, and some food orders.
Billing Office Intern Middlesex Hospital Middletown, ct Summer 2008

· I was used as the “extra hands” during the summer months at the billing office which prepared bills for the insurance companies. I did various tasks such as make corrections for several of their billing programs, mailed statements, updated codes in the programs, looked up information for each patient, completed patient profiles, and evaluated costs.
Kennel attendant Candlewick kennels glastonbury, ct summer 2007

· My job requirements were to clean, feed, water, and medicate the dogs and cats. I also assisted with the animal’s playtimes along with rigorous cleaning of the facility. The kennel held up to 180 dogs.
Equine health and management Crystal Ridge Farm Roxbury, ct 2000-2006

· I worked at Crystal Ridge Farm, which is a showing and breeding farm consisting of 40 miniature horses. I had to clean, water, feed, and exercise horses, do basic training and training for the shows, bathe, clip for the shows, and do other miscellaneous work. I also assisted with breeding and foaling. I would stay at the farm while the owners went away for the horse shows, was their head barn staff, and attended the horse shows with the owners.
Education

Jan. 2009- December 2011      Post University                   Waterbury, CT

· Completed Bachelor’s Business Administration-Management
2006- 2008                Cazenovia College                          Cazenovia, NY

· Equine Business Management
2002- 2006
Nonnewaug High School           Woodbury, CT

Agri-Science Program
· Horse Management and Veterinarian Science
Other Training

Animal Control Officer’s Association of Massachusetts (ACOAM)

· Completion of Certification Course Spring 2011
Referrals
Corinne Walley, Manager at Best Friends Pet Care

Janet Willhite, co-worker

Christina Lamoureux, personal reference

Phone Numbers Per Request

700 Mohawk Drive Boulder, CO     T:  203-788-1756         W: blt588@yahoo.com
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