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Profile: Recent College Graduate with experience in business environment seeks full time career
 position and possesses strong leadership, organizational and time management skills.

Education:
· Regents Bachelor of Art/ Criminal Justice-West Virginia State University, 
Institute, WV May 2013 
            Business Management/Fashion Merchandising-Kanawha Valley CTC, Institute, 
            WV May 2008. 

Management:
· Supervised employees; selected, trained, developed, disciplined, and retained qualified store associates. 
· Achieved store’s planned sales goals through promotion of sales and customer service programs. Lead staff and created a positive work environment, performed ear-piercing duties based on company procedures, and implemented and directed company visual presentations in a timely manner.
· Directed the operational activities to comply with company policy and procedures.
· Balanced cash register and processed bank deposits and handled inventory and placement of clothing and products.

Customer Service &Sales:
· Interpreted contractual language to customers and examined claims to identify processing requirements.
· Utilized sophisticated computerized communication system, products, contracts, and medical policies. 
· Verified co-pays, deductibles, maximums, and coinsurance amounts for customers.
· Greeted customers and explained promotions and sold credit.
· Assisted customers with returns/exchanges and online purchases.
· Maintained storefront on a daily basis and organized planograms’ on a quarterly basis.

Employment History

2013                           Office Asst III State Tax Dept                    Saunders Staffing; Bluefield WV                                 
2008; 2012-2013        Clerical Assistant/Student Assistant         WVSU; Criminal Justice/Student Affairs
Dept; Institute, WV
2010-2011                  Customer Service Representative              Capital Area Service; Charleston, WV
2007-2008                  Sales Associate/Cashier                               Victoria Secret; Charleston, WV
2001-2002                  Assistant Manager                                        Dots; Montclair NJ
1997-2000                  Third Key Holder/Assistant Manager        Icing (Claire’s); Short Hills, NJ







		












