JULIE WILDER     9963 E. JASMINE DR., SCOTTSDALE, AZ. (480) 323-6525   JCWILDER@COX.NET


EDUCATION

Arizona State University, Tempe, AZ  						                          GPA 3.34
Bachelor of Science in Business Management, W.P. Carey School of Business                     December 2011
Minor in Family and Human Development, College of Liberal Arts and Sciences                                     

PROFESSIONAL EXPERIENCE

	Server:	Zipps Sports Grill, Scottsdale, AZ                                                                 January 2010-present
 
· Provided excellent customer service in a fast paced environment which reflected in the increase of return customers
· Problem solved and negotiated a diversity of customer service issues in a timely and efficient manner resulting in good relationships with customers
· Demonstrated the ability to multitask by assisting co-workers with their tasks when they required assistance

Human Resources Intern: ATK, Mesa, AZ   	         			                  Summer 2011

· Assisted with the new hire orientations
· Coordinated meetings and events for all interns such as team building activities
· Scanned and uploaded Human Resources related documents onto the e-file system
· Performed additional duties as requested by the Director of Human Resources

Hostess: Ra Sushi Restaurant, Scottsdale, AZ	                                            May 2009-January 2010
	
· Maintained a positive work atmosphere to create an enjoyable work environment
· Exhibited strong communication skills as I greeted customers 
· Answered phones and scheduled reservations for guests
· Managed cash for phone orders and balanced the register at the end of the shift

Administrative Assistant:  RAMM Engineering, Tempe, AZ                                   April 2008-May 2009
              
· Maintained and processed all employee data within the confidentiality of the company gaining the trust of the office manager
· Performed various administrative functions: entered sales information into computer system and organized file system to be more easily accessible to company members 
· Distributed, organized and insured proper approval on all daily invoicing
· Handled employee requests in a courteous and friendly demeanor

       	Sales Associate: The Décor Store, Scottsdale, AZ                                         December 2007-April 2008
	
· Responsible for cashing out customers and compiling credit receipts 
· Greeted and assisted customers in making decisions on purchases 
	
COMMUNITY INVOLVEMENT
 
              SARRC:  Responsible Management  						             Fall 2010

· [bookmark: _GoBack]Actively volunteered at the Southwest Autism Research and Resource Center
· Interacted with clients helping them plan projects, play games and encouraged activities such as arts and crafts
· Recruited people to sign up for Autism Votes to help speak up for autism in the state legislation
· Managed projects for SARRC to help improve and publicize their nonprofit organization
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