Kailey Whelan
kailey.whelan@gmail.com
Cell Phone: (520) 352 9885
 Experience
Pandora Jewelry: Sales Associate 					July 2012-January 2013
· Emphasis on guest service and sales
· Conducting sales transactions on Office Manager POS
· Inventory: restocking and reorganizing display cases
· Answering phones and conducting orders over the phone
· Data entry for customer information
· Creating new jewelry pieces for display/customers 
Space Center Houston: NASA Johnson Space Center Tour Guide	June 2008-August 2011
· Strong emphasis on guest satisfaction
· Lead and accommodate large (50+) groups of people 
· Responsible for guest safety on tours
· Provide guests with facts and figures regarding NASA space program and Johnson Space Center
Education
State University of New York at Geneseo
Bachelor of Arts, International Relations,  Graduated May 2013
Clear Lake High School
	Graduated 2009 Magna cum Laude
	Overall GPA 4.46/4.50
Skills
Strong Interpersonal Skills
Writing and Communication Skills
Experienced at-Home Cooking
Computer Skills
· [bookmark: _GoBack]Microsoft Word, Excel, PowerPoint
· Adobe Photoshop, Illustrator, Pagemaker
Community Service Experience
Lutheran Thrift Shop Volunteer 			July 2012-August 2012
· Operation of cash register 
· Sort, clean, and organize incoming donations
· Over 100 total hours of service
Assisteens of the Assistance League of the Bay Area	2005-2009
· Resale Shop: Sort new clothing donations; Catalogue new donations in store database; Price merchandise; Create clothing labels; Put out and arrange new merchandise; Arrange Displays; Transact cash and credit sales
· Other Assisteen projects, including School Uniform shopping for less fortunate school children; Activities with “Shooting Stars”; Decorating assistance for ALBA Charity Fundraiser at South Shore Harbor Hotel
· Recognitions:
· Summer 2005 and 2005-2006 school year (129.5 volunteer hours): Received special award for Most Volunteer Hours
· Summer 2006 and 2006-2007 school year (109 hours): Received special award for Most Volunteer Hours
· Summer 2007 and 2007-2008 school year (113 hours): Received Presidential Award for over 100 hours of community service
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